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P A K 'V. O N L 



THE GOVERNING BODY 



THE BOARD OF TRUS'TEES. Section A 



Ultimate authority in governing the institution rests with its Board 
of Trustees consisting of thiriy-nine (39) mim^ one third e- 

J^ect ^ annually for terms of three r^year s. Without prejifd^ce to 
accepted prin^ciples of cicademic freedom, it exercises final judg- 
ment in the appointment and termination aad^campe.nsation of pro- . 
fessional personnel. . . / ' 

The Board of Trustees concerns itself with all aspects of the, life - 
and operation of the institution^: it is^^re sponsible for the finam 
stability of the College and is accountable for its f inancial manage-' 
ment. It determines priorities for institutional development and, . 
through such committees as it may deem necessary to structur^os/ ' 
- ma in l ains r e la t ioi rg-h4^p^— w44jh-^']yhinr^ p e^rs alxn^ei- 



calculatod to insure the orderly governance of the institution and 
its groAA/th, ' 



THE EXECUTIVE COMMITTEE Section A 




For purposes .of overseeing the or going business of' the College, 
the Board of Trustees delegates gen^-r^l ciuthority to an Executive 
Committee, The Executive Committee meets regularly with the 
chief .executive officer 'of the institution and has broad powers of 
action ,on behalf of the Board, ' . — \ /| 

: . • : ■ ^ . . ■ ; „ ' / 

In addition to its normal concern for°t,the finajicial affairs of the 
College, development ar\d maintenance af physical plant and other 
related matters, . the Executive Committee functions a s* G^immit'free 
for Academic Affairs and Personnel. 
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REGULATIONS RF;T,ATING'7'0 I'llE KMP],QYMJ-,N'r" ' . ■ \ .u;i uoh A. 3 
Ol-' ACADEMIC PICKSONNEL '° 



I. ' appoinjmknt' ' 

1, Members of the Faculty are appointed by the Board of Trustees 
*or its Executive Committee upon recommendation of the Presi- 
dent of the CojLlege, . ^ • - > 

E. xThe tank, initial salary, term of appointment and other condL- . 
tlbjis of employment shalllDe stated-in writing, in an official ^ 
letter- of appointment, to each person so engaged. 

3. Initial appointment to a rank other than Assi^stant Professor., 
Associate Profes^sgr, or Professor shall be for not more than 
one academic year an'^ shall terminate automatically unless 
^ renewed. . ~ \ ' , 

'K Should it be the intention of the CoUecie to renew contract 

for one additional year, such renewal of appointment shall be 
tendered by U. S. Mail no later than the second Monday in 
February prior to expiration of the existing contract. 

, ^ It is the appointee's responsibility to return the offered con*- \ 

7. — — Irrancrt^^^Y^hiirt --three wf^W~nf--^^h-f^d.:^:^.--rY.f-_^ yf it is retu rned 

^'^'rLgLignc^d by the faculty member, or i,s not returned within the 
tim^ specif ied, *it will be assumed by the inatitution that the 
offer is not accepted. It cannot thereafter be accepted without 
consent of the ^President* / . 
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In exceptional cases, -and b'y muti^al agreement expressed ii> 
writing, tempqrary appointments 'may be made for any length 
o-f , tirrT^p . ' . 

Initial appointmeJ\t to the rank of Assistant Profesisor^ Assoc- 
iate Professor or Professor shall be for one to three years. 
Renewal of appointment sha'tl be governed by the f ollc5wi.rjg • 
procedures: . " 

a. During the initial year of appointment ai contract for a 
secc^mi year of service shall be tende^recN^ the .second 
Monday, in February, or the College shall ^ndicate in 

writings that time its intention "not to reappoint. 

>''■*, 

t). During the second year notification of intent not to renew 
the appointm.ent s|iall be given by December 15; other^ 
wisf* a'contract for the third yeat ghall be tendered by , ^ 
the selpond Monday in February. / ^ 

. . . ' . . ^ R/69 



.EGULA'^fONS RELATING TO THE EMPLOYMENT 

?^ Academic personnel (continged) . / ' 



A. 3-^:2 




RESIGNATION 



If the faculty member is not to be offered a <|o^tr act ^or 
a fourth year Of service, notification shall b^ given by 
June 15 following the second aqad^emiic year; oth^rwis^ 
a contract for a fo.]iirth year ^Mll pe tendered -not later 
than the second Monday in 




A member «of the faculty who is resigning voluntafily, must advise- 
the President of the College in writing before March 15 of the year 
in whijch his appointment expires that such is his intention. .« 



> 



m. TENURE «r 



)/yheri an appointment, at the rdnfc of Professor is renewed after 
three full academic years, or when a member of the faculty is • 
promoted to. the jrank of Professor after threie^^f]Lill aqad^nic ye^'rs, 

*thie appointment becomes indetermifhate, exceptwhere special 
wj»itten agreements are' made. The faculty meijiber will receive 

. v^^'ritten notification that«the appointment h^s ^become, indeterminate. 



IV. FORMAL REMOVAL 



In the event it becomes he^cessary to take formal ac^tion fojp the 
dismissal of a member of the faculty, the following -procedures 
shall be followed: » 



a. 



After condultartion with the Preeident.,^ the ,peali of the Fac\^ty 
shall provide the faculty membef concernedviwilji a Written 
statement setting forth the rea'sd^ his sei'vicei^ are being 
terminated by the College^ 

" - '/• •' . • . . ' ■- ■ /'-.■■ ^ . 

The individual concerned shall be given a reasonable time 
(ten days) in which to reply in writijig to' the statement of 
the Dean. 
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'."^Th^ membef involved shall be informed that it is his right to 
-appear before the Academic Senate (or a committee of the 
Senate appointed at the discretion of its Chairman), if he so 
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REGULATIONS RELATING 'TO THE EMPLOYMENT 
OF ACADEMIC PERSONNEL {continued) ' 



I 



desires, in ordeil to present his own case. It is his ri^ht to 
present witnesses able to testify in his behalf.^ /■ 

cj} The Senate, oILits designated committeer, 'Shall als^ have the . 

right to call yvitnesses to assist it in the objective /Adjudication 

of the caae. ' ^ / 

0/ ^ • 

, e. . 'When there has been a full hearing of the case, . the Academic 
Seriate (or its co'mmittee) shall hear the reco.rnrne'ndation^ of , 
the Dean of the Faculty. It may vote concurr^enc^^ pr non- 
currence' and report its action the full Faculty fdr approval 
or disapproval. . ^ / , 

The'^B^^Srrr-^iiall ^p perVinentodata on the case before the~ 

President, incjuding his own^a^d the Senate's recommenda- 
tions. * . ^ 

"g. The President shall forward a summary of the proceedings to 
the appropriate committee of the Board with his recommenda- 
tions. The action of the Board shall be final. ^ i 

• * ' ■■ . I 

The procedure may be terminated at any point by the voluntiary 
resignation of the faculty member in que-stion. 



y." 'RETIREMENT/ , 

All employees of instructioh^alid administration shall retire at the 
end of th^^Scademic year in/which they attain the a^e.of 65 years. 
By vote'^of t!?fe Board of Tivastees and, as to employees of instruct- 
ion upon recommendation/of the appropriate Dean ^nd the Presi- 
dent, extensioia 0f^^¥exAd^ beyond the normal retir^ement age of 
V '6 5 may be allowed, such vote to be taken each year after the age 
\of ^65 has been attained. 
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- P ■ A U T ' T W .0 

■ ' . ■ , • . • ' °. . '• " ' 

T H E • A D M. I«N I S T R A T rfo N . . . - ' 

■ . " : ■ . .. ■ . . , 

■ ■ ■ ■■ ■ ' ■ ■ ^ ' 

THE " president; . • ^ Sections. 1 

A. REL^yriONSHIP WITH TriE-'BOAEii) OF TRUSTEES ° \ 

1. Serves as vie e-chadrman, ex officio, ori the Board of Trustees 
\ and as Chairman of th^e Executive CopT,mittee and in the absence 
of the- Chaiman of the Board, sets the agenda, convenes, and pre 
sides at -all meetings. ' ' * 

^' •2 ,- Acts*'as ^the chief executive officer of the 'Board of Trustees , 
responsible to advice the Board on a.11 matters pertaining to 
the educational arfd'business practices of the institution. • ^ 

3. Prepares the agenda for meetings of the Board of Trustees^ 

and of its Executive Committee. ;^ " • <• • 

4. Prepares for. approval by the Bpard such poUcies^and procei-^ 
dures as may be required for the orderly function of the ' 
ins)?d^ ution. . ^ * , 

'5.. Has responsibility to the Board, and derive s authority from 
the Board, to implement such policies and proc'edures as 
tlie Board naay from time to time adopt. / ' 



Prepares, with the aid of staff, and sTubmits budget for* 
approval of the Board of Trustees. 

Recommends to the Board of Tru/tees'the employment, 
promotion and removal of all- prpffissional and nonprofes- 
sional personnel of the College/ ■ ^ 



8. JRecommends for approval, of the Boarci of Trustees scales 

*^ of compensation for personnel and is responsible to execute 
contracts with personnel reflec^ting such ^chedul^s. 

9. Approves all reports originating with administrative Staff 
and relays same to the Board of Trustees. 



B^,_ RELATIONSHIP WITH ADMINISTRATIVE STAFF 

■ . ' ' ^ . 

l.'j Maintains close- and constant contact with senior officers 
I the College, especially through their collective function 

as the Administrative Staff. 



THE PRESIDISNT (eontinuod) ^ * ' ' B. 1^2^ 



2. Directs and coordinates the work of all divisions of the C^ollege 
in a manner calculated to accomplish its. objectives and ex- 
press its staled piiilosbphy. 

- • - ,f . ■ ■ • t /I • 

i^-- Issues such administrative manuals, directives and memo-rarda 
J?^lp insure highest effectivenes's of all officers of . . 
, the C ollege . " ^ . .. 



4. ^ Approves or disapproves all requests fr ofiaf^per sonn^el for 

leaves of absence. * 

5. Authorizes all travel by administrative personnel under • 
..taken in the name of the College. 



C. RELATIONSHIP WITH FACULTY > . . 

1. Works closely*with the Deans of the Faculties i^^ determining 
policies bearing upon the welfare of academic personnel. 

/• " ' • ' • - ■ 

2. Works closely with the Deans of the Faculties in formulating 
the educational objectives of the College and in developing 
the instructional progrann^ o-ccordiirgly. 

3. Presides over regular meetings, of the Faculties 6i authorizes 
tife jrespecti've^Deans to preside in his absence. /, 

\ 



App/oints annually a representative of the AdrrunislTatiorivto: 
the \Acadenrtic Senate of the College. . > 



5. . AppiToves or disapproves all reque sts from, acaderyiic pe rson- 
neA for leaves of abserico. • . , 

6i ■ Authorizes all^^travel by academic personnel undertaken in 
the name of the College. ' 

J. Consults wi^i^h Faculty, th^rougPi!E^ partm'ent Ch^ttrmen and 
the Acadertiic Deans, concerning ^gointments and quali- 
fications .O'f candidates for appointmentV ^ 

RELATIONSHIP WITH STUDENTS . ' 

While exercising care not to compromi'se the authority or diminish 
. the effectiveness of any other officer of the College by -permitting . J 
too ready access to his office by the student^ the President ne vie r~ / 
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B.. N 



ttieliess. owes it to the corrimuniW^^ hold himself Jivailable for 
cprifere'rijues^^^^^ or .rep.rGsehtative groups of 

feHe ^tiuSerit bodyv for com'^aints , for dialogue pn i^sueS; touching , 
'Oil student: weif4^e, initiative? aimed at^enh.anCing the life of - 
' t.he'Colle'ge.. . . " ■ .\- ■ ■ - 



EV REI^IONSmf wlTH^^ra LAY PUBLIC AND OUTSIDE |i$^E;NCIES 



A^^-su^me^ the ultimate responsibility for establishing and 
irrlple meriting an adequate program of public^nterpretatioii. 

As the^'jchief executive officer of the ^ns^titution he must 
devotdf^as rriuch titoe as. possible , consistent with^ the fsi.ithful 




apd cafet%|[ discharge of his admiiiistrative/dutie s , before 
the varj^O'US publics of the CQllege; the Greek- Ahaerican 
constituency, or'ganizations/ ^the press, 6ivic,organiziations 

parents V ^gr o^ps, etc . «. ^ ' . 

■ • ■ ■ ■■ ' • - ■ r • ■ t> 

Jsi 3, Perspnally, • or in some instances ■through'a designated 

^nior officer, he represents the College in its rciationsftips^ 
with :tixe iccrediting^agencieaV i.^5e> 1^ New England Asso- 
ciation diClalleges and Secondar:f Schools and the American 
Asigpeia.tipn of Th^oVo with other bodies 

^tgaSized in the field of -highe!!* education. ; > ^ . -r 

■ . " ' " ' {■■■ . . ■ , ■ • . ■ • . ■ ■ 

' . ' ■ ■''*.' 
Is Ultimately responsible for- proposals .to".St9ite , Federal and 

private agenGies looking to iinancial, aid> and for records and 

statistics si^feort^ , ' 




Within the limits imposed by his primary adrninistr^ati^ 
dutie s , and ilnde r ;tHe g^nS ral po'lic ie ^^ lai^ down by ^the Bqard 
of Trus tee s , he directs his. public efforts toward the raj^'sing 
of. funds for the s.iipport and g^rowth of- the College. 



1 
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Section B. 2. 



.. Rrepori^ to the President/ T ^ 
A. RELATI(?)NSHIP WITH THE PRBSIDENT 



L. ^ ae.i^vea as <a member 6f th'e AdnlinistratiVe Staff and such 
other cormnitfees as requested by the Pre^^^ 

2.. ^ Under the direction of the ^President has-^general oversight 
of all financial and business activities of the College, 



3. 



In consultation with the President exercises control over 
the CoUege^budget. ' . ' 

Prepares finantial reports fdr the Piresident and the Board 
of Trustees ^ ■ 

Recommends to the Pre'sident thfe employment of all non- 
professional staff. , ■ . . . 



REL°^TIONSHIP WlTH-EMPLOYEES OF THE COLLEGE 

; . 1 p *i» H a s a d m i ni ij t r a t i V e • s u p e r y i s i n over nonprbfessloiaai 

cmiployfee^ not accouhtable' directly to the President or 
. the Deans . I 



2^ 



3. 



'4. 



5; 



general oversight a^d responsibility for the. ope rati on ^of^ 
Food Service, an^ maintenance of all college facilities and 
buildings; reports^: related peedis to the President; directs the 
work of ,main*tenanc e staff . * ^ ^ f 

Conducts in-servfce training for custodial, secretarial 
and clerical personnel. . v ' 

''Spares manuals- or r,eguIations gpverning personnel ' 
policies such as ^holi^days ,/ siclk leave,, vacations^ etc. 

Reviews all c ontrac tual reUtions pr|or to completion, Vn 
consultation with leg'al counsel to the Board of Trustees. 
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C, ...RELATIONSHIP WITH liHE TOTAL INSTITUTION 

^1.. Insures that proper and. adequate procedures r^xi for 
.•accounting, collection and disbursement of fund$. 
y 
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THE^BTJSINESS. MANAGER- (c.ontinaed) 




5. 



Ih' tHi'Hp6nBih]ii to m iiisurance cpverag.r o 

physical plant and conlontfi, mai ataiifain'H'an inventory of phuit 
asyctH. j , . ' " . . ' 

Approves Hlf purchase orders supported by requisitions, and 
contracts for goods and services on behalf of all departrnents of 
the institution. 



Oversees food servlqe to the College, negotiating initial con- 
tracts and evaluating performance and quality. 

Maintains a close ][iaison with the Director of Student 
Life as regards enjiployment of students on campus. r 



'RELATiQNSWP WITH -TK[E LAY PUBLIC:AND OTHER AG )^ 

1, Coordinates and reviews all. proposals for slate and fo<:U*raI 
. aid under 'thoe >var io us iHtl^Ho of the Hlght* r .Educatioy Act; whe^n 

a^ppropriate executes s uch' propf'osais* „ . ' ^ / 

2. , Oversees the maintenance of mailing list^ arid such items as. 

are related, to prosecuting the promotional objectives of the 
institution; . ' 




Accorjupanies the President to rAeetings pf the Board 
of Trustees and its Executive Committee. 



TH^ JDEAN of TaE.FACULTY/dF^ THE COL-LEGE 



Reports/ to the President. 



•A. "R'ELATIONSmp WETH THE PRESID^^^^ ' 





Recommends: to the Pye sid^nt^the appointrnQnt of, professional 
p.ersannel for the Oollrege, basing sach recomnri<2xidations' on^ 
judgnaents forwarded/by Departmc^nt Chjair'men and the Academic 
Seriate . 



Works. closely wrtly the President in'determining policies^ 
bearing upon. the jA^elfare' of th^/fac ulty . r 

. . . ./ 

3. Serves as a nrLCi^lber of the Staff^. . ■ ^ - - 

4, Re^rebonts tM P r^i sidont at prqifes sional and oth'^t'^^meetiags 
as requestedyoy thje President. ' ^-^^ , 

5., R.ec.onrirneiiias to the President the nardes of students eligible 
to, rec^iye^the degiree from the CglLege. 



■\ 



B.- -feELATIONSI^tP V^ITH FACULTY 

1.^ Dire/ctS;- in.confai*rn.ity with gene 

losophy," th'^. instructional program of the Faculty of the - 
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rail College policy and phi- 



2. Exe rc ise ge>neral \Ove rsight of purriciilurn for all . the de^part- 
ment^ ,of ^^thc CoUegy^ , conducting continuous, evaluation of 
faculty (^fectivenes'^s 'tht^oagh cpnfe t;once s, class contacts, 
and othe.r n^ma,Pm^etho^s of evaluation^ ^ ' 

J ■ . . • ■ , ■ , ^ \ 

3. ^l!^Cha>rs the Curriculum Commi^ttee of the Faculty, th 
\ person responsible^ for framing the objectives of the cu^'ic^ 

Xiinn, and interprets tl^es.e objectives to the entire* fac ulty.. 

4. Directs and assists thc;^ various departments in developing 
^\ syllabi for c6urses offered within each department.- 

..P^5. Determines, in consultation with department chairmen, the 
budge tary , needs o£ each department and makes recommen- 
dations accordingly. \ ' i) . 

Receives all proposals fo.r faculty tr'avel fTom department ^ 
chairmen and recommends, subject tOs^udgetary allowances, 
for fin^l approval by the President . ^ . / 

7. I . Sunf3-rvises the academic content of the College catalog and 




-^sists in its publication. 

• , ' ' •16- 
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THE DEAN OF THET FACULTY OF THS COLLEGE 



(c bnf i ii d^^B 3 - 2^ 



C. RELATIONSHIP WITH OTHEK APMINISTRATIYE STAFF - 



I. 



2. 



3. 



4. 



Works closely with tlje Business Ivtanager in prep£t;ping the/ 
/ budge-t. ^ * ■' ■ ■ / '-, ' 

Maintains constant qonte^ct with the. Registrar to<,,lnsure the^ \. 
je^fectiv^ness of the Apad^nnie Policy, fri consuJj;ation with 
the Registrar has general resptmsibility for-j^amina^tion and 
class schedules. "\ ' * 

Maintains a close working relationship witl> the Director of. 
Student Lifep helping tiD insure a healthy climate for students. 

Receives applAcants^ folders fr.onn the ActrvTissions Office for . 



re vie w'and final approval. 



n. -^RELATIONSHIP WITH LAY P.'qBLIC AND pUTSIDE AGENCIES 

|. ' Coordinates 'activities of an academip nature necessary 
. . " ; " toward aohie-Ving and .maintaining accreditation by thi^ New 
1' - Engla'hd- A^s.(&fciatiQn of Collego r 

weir 4s state ind federal bigheo:* education $igencies. 



J. 



m 
■a, 



2. Cooperates with other '^taff;^membeVs in the preparation 'of 
publications for pronqotion and inforniation. 

3. Plans and. executes the recruitment program of the 
OoUege. I . ' ' 



V* 
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THE DEAN OF THE FACULTY QF THgOLOdY 
Reports to tTie President'. ' 

a;- -RFLATioisisHrp with TIJE PJRESIDENT 
1. 



J^ectiqn B. 4 



2. 



3. 



5.^ 



Sery^i&--^L§ajm/imber of the 4^ministra.tive Staff and ^such 

dther committees as requested by the Presidejat. ' " " 

■ « ■■ 'f _ . . ■ .. 

Recomrn0nds>to the--PreGideiiiiti. .based upon recommendations 
forwarded by the Faculty through the-Academic Senate, the' 
^ppdir/tment of professional personnel for the School of 

"Ilheolbgy. _ ' ' .> ^ , 

.t . . 

Works closely with tfie President in determining policies 
bearing upon the ^vel fare!" of t^he Faculty. 

: ■ ; _ \ ' ■ \ .' -f'-.. ■ ^ 

Represents ^the Presidenjt at pi^qfessional^ancl other meetings 
upon request. 



Recommends the Pros 
to receive the degree fro 



idej^t the r rrne^of students qualified 
m the Schocl of Theology. 



-B. RELATIONSHIP WITH FACULTY 



1. . •. Directs, in ciDnfc^rmiCy wilth general Oollege"pplicy ..ajad 

philosophy, a,n-d in^fidelity to^^lhe doctrine ahd canonis of the^ 
• Greek Orthodox Chiirch,/ the instructional progf^am of^'trhe 



*f Faculty of Theology. 



\ 



ICX^rcises general oversight of the curriculum cLnd, through 
conferences, cjas^s contacts and other normal methods^ of 
evaluation, conducts cont/inual assessment of teaching 
effectiveness. ' . <, 

X Chaire. the Curriculum Coinmittee of the Faculty.^ ^as the 
person responsible for framing the objectives of the 
curriculum, and interprets these ojDjectiVes- to the Faculty. 




Directs and assists the 
syllabi for courses of i 



eceiyes all proposals 



6.^ 



various departments in developing ' 
istr uction. 

for faculty travel land recornmen^s , 
subject to budgetary allowances , |f or £ij>M approval by the 
President. . . / f . - , '.■ ' " " , ' 

Supervises the acadefi^ic cotiterit of the catalog fo'r\the * 
School of Theology anH assists in its piiblication. ' 



DEAN OF THE vJTACULTY OF THEOLOGY (continued) 



B. 4 



\ 



C . RELATIONSHIP WITH OTHER ADMINISTRATIVE STAFF 

" ' i: * Works closely with the Business Manager in prep^i^ing th^ 



3. 



4. 



budget.for the School of Theology. 



'Maintains cpnstarit contact with the Registrar to fnsure Effec- 
tiveness of the Academic Policy. Arranges exadainatioj^ and 
class schedules in consultation with the Registrar. 

Maintains a close working relationship with ihejDirectir of 
Student Life to help insure a healthy climate foi- students.. 

Receives applicants ' folders from the Office of Admissions 
for review and final approval of candidates foi^ the Scpool of 
Theology. / 



5. Maintains direc,t and constant liaison -with the! Chaplaincy. 



v. RELATIONSHIP WITH LAY PUBLIC AND OUTSIDE .A C^ENCIfeS 

I, Coordinates activities of an academic natui^^^p necessary toward 
achieving and maintaining accredited membership i'n^^ 



' Q^n Assodation of Theological Schools - 



,^n^ertakes> whenever possibj^e, such publit appearances and 

speal|irig engagements as will, help interp'refc the aims s^nd n^eds 
-'^of the^ School to the. general public . ' 



3;/ Plans and ^a^utes the recruitment prograto of the College 



2 ./t" ^ 
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DIR-ECTOR' dr SXtJDENT LIFE 



Reports |o th|e t^resident 
A. RELATi 



Section 



1. 



.2. 



ONSHIP wicTH THE PRESIDENT 

^^erves as a, member of the Ad|T|inistrative Staff and sufch 
it^jerl committees as roqij,nste(3 by the President. 



n cooperation wfth the President and the Academic DeanSj 
lexercises ^#n<eral sapervisioA over all noninstrUctional 
s^tadent naatWr^^..^^ 



RELv/|TI ONSHIP WITH ADMI|^Tr|tIVE AND ACA'PEMIG PERSONNEL 

1. Maintains a close wai^king^i^>tionship with -the Office of the 
^/^TK^istraf and/se'r^^ on .the Admissions CommititeeS V 

of Jioth scrljiools. ! V » 

2. 'Maintarins direct contact \yi(h the Business Manager in 

. , two principal areas (COjacerhing stad^nts: ^a) financial aid; / 
(b) ColAe/ge Wor^k Study Program. ' , , j 



3. 



Works closely with thp Bu/siness^Manager in riiatters . ' 
pertaining to public and private aid to students'; especiaLlly 
in; the preparation of reports and proposals to the U. S., Office 
of Education and its State Commission. v* , " '^J 



Maintains c onsta^nt liaison with the' Chaplaincy and/pther, 
' counseling and disciplinary bodies of the .College^ With an " 
aim to oanticipating student needs rather than dealing with 
problems aftaf they arise. 



5. 



6... 



Chair s. the Disciplinary Gpmmittee'^ of the College and 
maintairis all records . ^ *" ^ ' j 

Provides the Registrjir with such data as, are pei'tinent to , 
the maintenance of cpmplote and/aCcurate files on each ** 
student. . ' / 



C. RELATIONSHIP WITH:^H/E STUDENT BODY 

1.- Has/ general respq'nsibility for preparing and circulating the 
■ \ / . Student Handbook, in consultation with administrative and !" 

. ^ acadeniic staff. .i 
•■. / • ■ ■ • . - . ■, . • • ,.. . . ■ ' 

.2. Supervises attendance, other than class attendance, and ' 
" maihiains, files on. leaves of absence.- 



2() 
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DIRECTOR OF STUD ENf LIFE' (cbnti^u^d) , 



. B. .%'Z 



3. 
• 4. 



Has sole responsibility for approving campus leaves. . 

Has general responsibility for resident stuc^e^rto^y:^ 

Makes room as signr^ft^rits and maintains, records. 
■ of key^.. ^ . ' '• .■' 



a. 



c . 



Supervises distributiori of 'linens . 
Insures cleanliness of residence 'hails , 




Conducts regular iiik^ection of rpoms to insure the 
maintenance of proper standards-'^ri^^ keeps inventory, 
of contents and furnishings assigriet^ to students. 

■ ' ■ ' i ■ ■ " ■ f - . 

Has general over sight, of ^^;■uden± life bn^campus: 

^ ;/ ,, . . ..r 

Sup^r^yises §tudent gove rnrm 

He^L^^k^^ interest- clubs in. farthering their 
^/'^O^fivities^. . - 

In consultation, with fehejns true tor of Physical 
Education coordinates the inter-rcol^egiat^ and 
intramural athle^tic programs o^ the CoUeg^^, 
- ■ . \ ■'■ ^ - ■ V ; , \ 

Insures that Student Activity fees are pxpended.. 
for student activities and functions, -cpordinating 
the dispositior^' of such funds in cooperation with 
student officeifs. 




Qversees the operation of the infirmary in close codp 
e ration with the Coll^tege Physic iawl and infirmarians . 
Receives sick reports from the latter and verifies excusah 
absences, for the Registrar. ^ 

Selects J trains an(^ directly supervises the Resident ^dvisbrsj 
defining their func^ion^ and receiving their reports. i 

In consultation with the Regikrar and the Sjchool Physician, the 
Staff and the two /jFaculties^ dieyises and implements appropriate 
-testing pr ogr^Sm^^ for both enter iW and continuing stiidents |0 
help detern^ine Icadernic^ enaotionkl and vocational character- 
is tic s. • ' i ' ■ ■ * 

;. . . '■ i \: 'i . ' :b \ 

9. Coordinates all programs of financiui aid tb^students: 



a. .. Secures confidential financial state merrt«..f^|^rparents ^ 
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DIRECTOfi OF «STUD ENT LIFfe (corifcinued) 



B. S-3 



ot applicants for istudent aidV and-eyaluates same. 



b. consultation with the llusiheids Managseir ; / /' ' 

dete|rmines amount? and forms of aid to, individual, 
stademts . 

C. On ^basiS/^ of. need approves applicants fbr'College 
Work Study and makes. job assignments; maintains 
records of such work done and transmits sarlie to 
the busifi'ess office. • . 



10, In copsultatiori with the Registrar and Aca,demic Dean 
cpordinatesVorientation prpgrams for incoming students. 

11. Iff responsible for disseminating and interpreting Cbllege 

rules to students. ' • 

■ ^ ■ . J- 

12. la responsible "^$or notifying students of adtion taken.,by any 
College^ committefe affecting the students standing>|n the 
CMlege. ' ' * . ■ , ■ 

13, . WhenSm ?BsponsibIe for correspphding^ m , 

parehtsN^r guardians of Students, notifying theoi of such^atioi.' 



ports to tbe P^f^sident. ^ 

Rp;LATIONSHIP WiTIf THE PRESIDENT - • - ' 

• ^J. ' Server on the Adniinistrative Stai'f and such other committees 
" . as the President r^ay request, 

2. Coordinates with the Piresident plans for recruitment of new 
students. 

3. Keeps the President infornr^ed as to enrollment projections 
. and all other factors pertinent to the growth of the student 

body. - / ^ , ' 

4. Provides regular repo:Pts related to academic standing: of 
^students of both schools. ' 

RELATIONSHIP WITH ApMINISTRATIVE AND ACADEMIC PERSONNEL 

. L Maintains close woricrng relationship With the Academic Deans 
in establishing and maintaining criterik for admission, ^ 

2. - Woi^ks directly with the Director of Stfudent Life,„ exchanging 
guch data as are re^i^i^ed to i^amtain/ complete and orderly 
records on individual students. 



4. 



5. 



Convenes the Admissions Committee's of both schools and 
provides- merribers With full documej^tation on applicants/ 

Maintains close liaison with the Busines.s Manager ar^d 
the "^B-ursar with respect to tuition and other charges/ 

'.Has the general responsibility for establishing and implement- 
ijlg proced^rfes fox the College Registry: 



a. JM^k^is up clasa ^cUediiles in consultation with the 
Academic Dean/ ' . 



c* 



d. 



Officially registers all students. 

Maintains in safe keeping and good order the academic 

recorcfs of each student. ' ^ 

</ ... -. . 

Provides official transcripts of academic records in. 
response to proper requests from other institutions 
or students. 




THE REGIS TRAR AND DIRECTOR OF ADMISSIONS fcon.tinuVd) 



B. 



6. 



6- 



Has igeneral responsibility for establishing' and fcartying out 
'procedures for admission. of students; 

a. . Maintains contact with secondary sVhpols through 
guidance counselors and othier officers, making 
knqwn the character and; objectives ol^ the College; 

b. Provides interested persons with .the cEbtalogue and 
^ other pertinent Inforniation about the College and its 

prograrn. ^ 

c. Provides applicants with aU necessary materials a^nd 
conducts correspondence through final acce"ptance or 
rejection ... 



C, 'RELATIONSHIP WITH STUDENTS 



/' 



ERIC 



\ 

\ 

\ 



v^l. Maintains regular office hour's for student interviews to 
provide guidanc^to the in'dividual student and keep hinrl' 



advised of his academic standing.. ' . 

Keeps careful watch on student absences, both excused and 
unexcused, and. alerts a-fiy student who is in darlger of failing 
a course or courses by reason of excea-^^iW^absences . i " 

Provides direction for students, in seelOrng out faculty 
advisors and interpreting program requirements, etc. 
Anticipates, insofai* as possible, potential problems of 
individual students in meeting graduation re qui raiments and 
advises accordingly. ' " \ 

Evaluates credits transferred by students frorh other 
institutions to determine classification. 

■ .' 

■^fe.. Prepares reports of grades following each g^rading period 
and distributes same to all students.- . 



THI> CHAPLAIN 



Reports to the President 



Section B, 7 



A. RELATIONSHIP WITH THK CAMPUS COMMWITY 



1. 

2. 



3. 



• 0 



Ib responsible for th^ spirituial life of the SchJ 

' • - ' ' • ■■ 1 

Is responsible for the liturgical life of the schooll.. He 
plans fbr all religious services to be celebrated in the 
campus Chapel and assigns priests, deaconsi chantersp 
sacristans and acolytes. 

Orgariizes, with the help of the Spiritual Life Comlrhitte^ej 
school-wide retreats at least twice a. year (Christmas 
Lent and QreB^t Lent), to the benefit of all the stud|3nts. 




Is the co-ordinator of all efforts made by the clergy- 



personnel of the Sciiool, -ktiown as- '^Spiritual Fathe 
the students, toward the bettelrmeiit of the student'* 
. spiritual life. 



to 



5. Is available for confession and spiiritual counseling |t6 - 

all students o4l;a day-to-day basis. 1 
1 ^ . ■ ■ ■ , . ■/ , ^ .. . . ■ ■ V / 

6.. Qo-ordihates the School's concern and obligation fo:r the* ^ ' 
spiritual life of its students by assigning a spiritual fattier 
to each Seminariail and all other students who express a 
need for this service. * 

7. Particip§ites, as the representative of the PresidentL in 

all meetings ''of .the Staff and Faculty which deal with student 
evaluations. In this c^tpacity he evaluates the student fronri 
a spiritual point of vi^j^, and makes re^ommendatioi|is to 
the proper personnel aind authorities. 



V 
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Section B.. 8 



THE DIRECTOR Q^^^^^ 

Reports to the PreBidehi^a;^ the AcademiG Deans^* , ; 

V A. RELATIONSHIP WITH THE PRESIDEN T 

1. Coordinaltje s and Bubmits. to the President for inclusion inl the 
institutional budgWt request-a^ for acquisition funds and fui)as' ^ 



4. 




for mate rials ,an< 



supplies. 



2. Recomnaends -to tAie President for ew-ploynment candidates l|or 



and ntDnprolfessional positions in the librjaries. 



both professional 



Assists the President in securing public *Andpri^ funds! ; 
for enriching the collections .U x 

■ ""V *^ ^ • > • ' j:^ " . • , ;.\ 

Makes, periodic re"po,rts '{o the. President on library aae^ anc 
othe^ related nnatters. , < ^ : / 

'^'Provides research and consiirtative support to the Presidexit 
/in the planning df library facilities or the expansion or modji- 
fication of existing ones. V ' ' 

Provides supportive documentation to the President in the 
preparation of p]roposals for landing under the Library 
Resources Pfogram of th^ Federal. 'Government. 



B. / -RELATIONSHIP WiT'H ADMNISTR ATIVE- PERSONNEL 



1. 



2. 



3. 



Prepares and submit^ to the B^fuainess Manage^r reports on the^ 
cbndition.and needs- of\ the physical facilities ,6f t|ie library in 
a;^tticipation of budget ;j^reparatio^. 

Submits to the Businesjs Managerl refluept^ for emerg^ency re- 
pg.irs'and services^. ' ^, ; ' 

•! ■ - * ■■ ' . 

W^orks w'ith the Director of Student Life in enlisting' student library 
^aj^sistants. under the College work study Program. \. 

wLrks \x^ith"thei Director of development andj^fo r ma tion .Services 
by providing acc^s^^to archival materials, .^assisting in the acqui-. 
•sition of audio-'^ isuai^,-.e^. 



/ . 



5. 
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Provides counsel ^and direct av^sigt^ance" in the operation of 
of the College b.aor^^s tore . ■ . / - - ' • , 

;.'Has yverall responsibility for the program and opo rati on of. 
the libraries and supervises the assistant libra^ua^ns and 
clerical staff, — , • ' 



RE L:ATioNSHri?^ra 



L ^>: ' pQnsul^ts with the pe^ns--Q£ the FaquUiQS in ibrmatiori of 

Jtjieir res.peetive Library C^J^^ 

'and direcj;s the conqe^r^ such committees. 
•■ •■ . . • - *■'*■." ' ■ ' . ■ ■ . . '■ ^.^-^ ' ^ 

2/ *in..cortsulta1^ion with the Acad.emjG^Die;aJi§r^ and Department 

ChaifmOn coordinates the, purchase of books other th'an 

textbooks-. « 

.3.. Submits to the. Academic Deans pei«i0dic analyses of the ne feds 
of the libraries as viewed by himself ,e. g. . journals / refe r- 
ence Works, etc., . ■ * 

4; v ' Attends meetings of D^artment Chairmen on invitation of ■ 
• : ^ thet appropriate D^an. * , ' ^ • - 

5 ., Attends all facUlty jnaee tings with f uU^iaculty standihg. 

* ■ '' ■ • ■ ■ ■ * < . ' 

' ^ - ' : ^ • - . ' ; ■ : ■ ^ . • '.- 

6.' /ISrotifies faculty members of the * receipt of rte^i^^QOks axid 
; other library resources. 



RELA'ei/ONSHIP With THE STUDENT BOPY , .^.> = 

L . "Encourages the- produce tive use of the .libraries|bY ^"^^^ 

ing'a pleat^ant ar^d purpdselurxtmosphere . - , " . 

•■ . - . ■ ■■■ ■■ ■ •■■ - ■ -i^.-- ' ■ 
- ' ■ ■ . ■ ; - ^^'v-.^ . ' \ ■ ■ ' ; ' ■ ■ • 

' 2. ProteQtslthe integrity pf the, c.onec"ti^^ , 
• habits frolp. assistants in the circulation of boolcs-, ^-^^ 

^*3>i , ,Exercise$'''ex in th(^ matter of reference works 

% 'V • .■ • ■ " • \ • ■ ' " " * ' 

leaving t|T^ir irrlmectiate locaoon. • ; . . 

RELATIONSI|lP WITH TMP LAY PUIBLIC ANI3 buTSIDE^ AGpNCIEi 

,1. / 'Maintains»'^memBership in professional^ assbciatid'nV and, ' 

^ ■. ■ *."'.■■'•■■''■■••'■. ' ' * ' . 

whenever pos sible, . attends conferences of svjjph bodies as " 

the American. Theological JLibrarians ^ v . ; 

2, . /l^airitain's vigilan.Q.e wi^*"!^ respect to a.ccreditation^,sta.nd;ards 
5, for librarde.s aaad calls aLttenli on o'f appropriates Cojloge ' . 
officers to' £re.^^ of weakness. * 



Acr.noM^dge^ aiid-evaruates all direct giftis t'b the libraries..; 



|7 « 



DIRECTOR OF THE LIBRARY ^(continued) 



B. 8-3 



4. Provides ihitiative in mounting: and prosecuting fund-ifaisirig 
effgrts irl behalf of the libraries. / / 
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^Section B. 9 

?HE DIRECTOR OF DEVELOg^NT AND INFORMATION SERVICES 



Reports to/the President 

-A. XaELATIOfJSHIP WITH THE PRESIDENT 



1. 



2. 



3. 



Serves as a member of the'Administr^ative Staff and such 
other committees as requested by the President, > 

In consultation with the Presicient, sets out a compre- 
hensive schedule of new fund raising programs to meet 
the financial requirements of the institution. ^ 

Seeks public and private funds for^dvanciilg the objectives 
of the institution. 



/ 



10. 



11. 




4. Mainta|>hs ongoing fund raising progrjams and makes recom- 
mendg-tjons accordingly, 

5. At the d'irecHon of Ai5 Presid^w^^ undertakes ;|^,ublic appear- 
anpes to helpa^terpret thq aitnj^and rteed's of the institution. 

6'. As requested by tiie President, cYordinates special ejventa 
of th,^ College, e. gi 1 banquet^, benefits, lectures, cb^;i- 
vocations, (pxhifcitions, with emphfe sis on thg publicity Value 
of such events. . /-^-^ w [ 

^In consultation with itha President,, sets out a comprehensive 
calendar of events fqi' the academic year and disseminates 
information, withm a^nd without the Collegia community, re- 
garding. su<:h evejits. 1 



Coordinat^l ari^ schedules %e calendar celebration^ pertinent 
to tile .qulMI:al,^^oci^ and educational prog^arn of the institu- 
tion. . \ ■ - " •> ■ " * j ■ 

Dire^ts>the Volunteer s. schedules for ccjmpre-. 

hensivfL pubHc ferelations p^r^^^ ' . ' 

Folloy^s generalVguideiinek for press and informettibn effprts ' 
and coordinates th.ese wftth isjie public news media. ' 



Receives^, as requested,'^ visitors to the campus and arranges 
tours of cits facilities^, y ' v 
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r-'i. : ■ . ' ' ' ,. ... Section' 3.- 2 • 

DIRECTOR OF DEVEL OPtoNT AND INFORMATION SERVICES (Continued) 

,B. • IlELATIONSHi:&' 'wi'rH ADMINISTRATE^ 

I. Maintains close contact^ with fe^^ ^ 
Deai^s Avith a view to assisting in recruitment efforts; 

■ -'.V'-: ■ ' . .. .■v"' ■.■ ■ - o " ■. ; 

2* Maintai^is close contqict with the offices of the Registrar 

and Director of Student^ Life with ^ view to reporting news- . 
worthy'items coricerning students, , V ' 

' / ; ; " ^ ^ \ ' . ^ ' ' . 'i ■ 

3. Is alert to the publicity value of actibna taken at meetiil^s of 
the Executive Coxnnaittee and th<^ Board ^6 
_ foi* dissemination as indicated above. * . ' ^ 



4, ^ Follows closely the scholarly and p'rofessional activities ojKv 

faculty members and deyelof)S press articles in such a rnanne^ 
. as to reflect credit qii the c,ollege. i^ ^ 

' " ■ ■ ■ ' ■ • ■ ■ ■ ^ - 

5. Personally observes acacjemic, athletic aAd^ cultural events 
' ^^nd repbjt's such to the pre^ss. ! . V 

r'----'^ y . . ■ . \ ■ / . ' . 

^ 6/ Maintains a complete file of photographs andXother graphic 
^ ^ rnat^ials as a commoh r^e source to the College^, - 

'a ■ * '. ' ' ' ' . ■ ' ■ ' . 

C.. RELATIONSHIP WITH STUi3ENTS 



1. Strives to maintain close co^qf with ^special inte^^^^ |n 
campus and Student eouncifwilrh a vi^w to reporting triatters of 
interest to the total College icbmrnunity. 



2. Assist xn thb preparation and pubiication of student imblications 



and is a permi^^nent i-epresen of 
Publicationis Board/'' 



\ 



D. REiJ^^NSHIR^XTIt THE L^PUBLIC 



the^President on the 



3-. 



Maintain a^i^p^^ ta wliiGh\ihqiiirie8 

of a'g^er'arft^turet may be dir^^^ - 

■ ■ / ' ' " 

Develop the„1iest possible: rel^ioriB with t^^^ news media By mtans 
of direct contact, pre;?s conference's as apptpyed hy the President,' 
and quality releases.' • y 

Insure frequent cbntact between the College and its various close 
important publip| throu|h distribiition of such publications to: 
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. \ . ■ . •. \ ,, •• ' SeQti'cfn B. .9-21 

DIRECTOR OF ,DEVgLOPMEN)T ANEflNFORMATIQN SERVICES (cont'd) 

■' . . ^ ^ ' ^ ' ' ~~ — — — — ~ — — —7'— ■ ,■ _ ' : 

■ '^v - . . . - . ■ . ■ ■, , , . . . ' ' 

. ' .. a. Meml^rs of the Bbard of Truste<jB's * 
b. Members of mfe .Ai?chdioCesan Council 





d. ° Honof-ary Alumni/— 

e. The President's Council 
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BURSAR ^ „ Section B. 

ts to the Business Manager ^ \ 

iLATIONSHIP WITH THE BUSINESS MANAGER ATION , ' ' 

Provides the Dean wtih all information required inrfhfc" 
^ . . preparation of regular financial reports. . ' ' 

i^. Maintains aUrbooks of accounts -.and /d the r fiscal records in 
accbrdance with riormal practice and as directed by the 

Dean, ^ 

' ■ ' . ■ 

3. Places income in depositories ^and withd^raws funds under 
authorization of the Business Manager, making payment 

; . by ch^ck of amounts due, ot payment in cash under limita- 
tions of the petty cash. policy. 



GENERAL RESPONSIBILITIES 

1. Distributes payroll in accordance with.-p«»escribed pro- 
cedureis. . ^ . \ 1^ 

Prepait-eslreports as reqa{re<yby the (internal Revenue 
"Service and other agencies- 
Prepare 5 regular financial Statements of Income and 
expen,ses as well as statements covering special projects 
oi* funds as required: * 



Collects student fee^s and rtlathtains re.cords of student 4i; 



'accounts . , . '. - " " \ 

S. / . . Prepares all purchase or^ljers when sujpported 'fe^tequiill^'^ 
1|^ns signed by auth6^i2:|d " . . ^'W. 

'. / V .-r ' ''''I f *■ - ' '-^^ 

P'^ocess.es*'aGcount$i^pay4blfe, providing verification of. . • 
;■ pkice and satis iactSly dA%^iiry^ and prep^ires checks for: ' 

authorized signature in ptayrhent of sam§, /. . 

7.. Prepare s and^proyi|es all 'i;nformatioi\and documen.fetioh 
as may be required by appointed auditors. ' 



yACATIONS AND HOLIDAYS , • ^{ • * , ' S^ctrori B. 

A. GENERAL VACATION FOLIC/ ' ' " ' 

Requests for v|catloil periods ai?-© channeled through the offiqe' bU 
the Dean of Adri^imstration who also has responsibility' for coordinat- 
ing vacation absences so as not to impair ' the. prderly, function of the 
institution. ' » '., 

V .G.enerally speaking nonprofessional personnel have Jwd 'we^ks of ' 
vacation annualiy>after .pne full year of service; three weeks'anmially 
after .two fuU years -of -^ervice as of Jmie 30. .. 



6 



Vacation tirr^ is^tralculated more specifically in accordance with . 
the following rules: / , • 



1. During the first two year s of employment, vacation time ' ^ 
.accrues at the' rate of 5/6. ^ working day- for each month 
of service. '^Thereafter., vacation time accrues at the rate 
of land 1/4 4^ys per month of .service'. 

Any fraction equal to C>r exceeding 1/2 ^ay is considered 
. a full day. ^- . V 



Any fraction r^presentiiA less t^ day is not considered 

. An employee engaged on o)^ before the I5th of the 'month is. 
credited with a lull month' s service lor that month. 

2<. Vacation/lime accrues frgm July 1 through Jun« 30. • . ' 

3. • An employee who has served less than three months as of . 

^' ^- June 30, is not dntiiled to vacatioh time in that year . .^-^ 

4. ^ The normal vacation period- is^from June f t6^^^^ Day. 

Vacation time must be used during the cdrYeitt calendar % 
year unless in the judgment ofthe PresiS^nt or the Dean l} 
'■- . ox AdministVation postponementiwill ser-^e the interests 
' of the College. . ., .\: 

ayment^bf salary will; not be authorized in lie U of v^catioji; 
■• / ' ■ * ^ ■ ' . * . 

6.. Vacation time may.^not be used in advance , • ^ 

7. . Vacations will 'be, planned to insure nor^^ial flow^of-vCrork; ^' 

however-, dtpartnrient hV^ds will make every effort to ac - * 
commodate employee^. , Length of service ^xt^n will serve 
: as the mds^t equitable means of as signing, priority in the 
. event of conflict, in the choice of vacation periods. ■ .'. 



VACATIONS AND HOUDAY5>^6n.tinued) ' iB/'ll-i, 



I 



B . -VACATIONS OF SENJOfKOFPICERS 



1. llF'irst echelorKadministrative personnel-are entitled to four (4) 
. weeks vacation each year starting with! anniversary of the 

contract^. This applies^ to. .the following: . 

a. . ''President 

. ■ ■ ■ 1.'. . . • 

b. Dean of Administratron * ' .;* *' 

■ c < • , Deans of the Fac ultt^fc^s../ ' ^ ' \ \ . 

■ d} * /Dean of Students / ' , ; " 

e-r Registrar-Director of- Admis^sians | . 

f , Librarian ' ' . ■ 

2. Vacations normally will -be taken during the period outlin<^ 
above ; however, e:x:ceptions.;may be made with thii? consent 

of the President. . . . • ; \ 

3. Vacations are net cumulative. ' ' I'. 

4. . Payment of salary will n.ot be authorized in lieu of vacation/ • v 

■ ■ '• - ^ - " ■ • 'V ■ . V ; ♦ . ■ ■ - 



g, HOI^IDA^YwS 



QlQllege offices will be. closed or\ 'recognised legal holidays . 
as "O^bserved in' the Commonwealth of Mg^ssacliuse speci- 
fically. the following: ' 'y " . . 



• New Year 's Day ' *^ « . ' . 

/ " ' / • Washington's Bir^thday\ „ . ' \ . ' - ^ ' i; 

v ^f^ ^ V / Decoration Day * ^< 

^* » . , Indep^ndeiice Pay " ' ^ ' ' j \ 

1^ . .Labor. Day . ' ; ' " ^ 

' Veterans - Day ' / * 

.j . y Thanksgiving Day ,^ ■ ' ^ 

^ Chrjstma?^' ^ *■ ,v % .■• ■ , 

Good Friday (half-day, " a^ccording to individual ejmpiloyee 's. 
^ ■ . .y, ^ ^ ■ ^ ^^faith) ; • ■ . . ■ ,: ' ,. /. 

,i "' Z. Days listed in'ihe College calendar as' scho.pi' holidays are not 
V nex:essarily observed as holidays by staff* , . .«\ 



VACATIONS AND HOLIDAYS (continued) . " B. U 

3.. College offices wiirdose at 1:00 P,M, on any working day ' ' 

immediately preceding Christmas and New Year's Day. 

^ • ^"^^ .■ ■ ■• , ■ • . ■ , 

4« . When Christmas and New Year's Day occur, on a Tuesday, the 
J preceding Monday will" be observed as a'holiday except Ifor - 
essehiiaV services. The preceding Friday in each case will;'.* 
^. be a full working day. When Christmas and New Year 's Day 

bccu'r on a Thurs-day, the' following Friday^^ill be a holiday 
except for essential servicVs. . ^ i 



LEAVES OF ABSENCE 




t TO ATTEND PROFESSIONAL MEETmOS 



With tnc approval of the -Pro sident^, administrative 
persoWno.l may bo author|?;cd' to attend canfcitenoo s 
and otner meetings likely to. en[iS#ice 'professional 
standing and contribute, to the adva^ncement of.the 
Cfellefee, " 




CK LEAV/E 

' \' . ^ ; ■ 

During the first year of emplSDyment f<ill-time ^ 
.personnel will eai^jt^ sick;Teave at the rate of l/'2^^ 
^ day for each full ;mont;h. of service; thereafter, at • 
the rate of one (1) duy each full nionth oi ser- 
vice, cumulative tcfmoNsm^re than 54 warkiriW'days . 

In cases of ei^tended sick t^ve a medical staV^ment 
may be rdquircd. 



\ ,» 

A" 



4. 

5^ 



Time off for ordinary 'medical oKxlenfcal treatment 
is-charged to sick leave;Vhoweye7,\rnedical ex- 
aitiinati*ohs required by the College will aqt be J 
charged to the employee/ s accrxted leaVe. ^^^^ 

No payment will be npb^e" f6r ujtii^d sick\^ 



Terminating employees wD 
■'extra pay for unused 'sick le^e\ 



^titled t 



-Q, xLEX^VE FOR ILLNESJ 



QFT^AMILY *ME. 



1. \ Subject to.approval b^ the' Presidem. or ©ean of 
^diTlinistratio^n, ' employee ,m^y j^eVranted 
tWp^(2)' day^'' loavte withoufeloss^ot^gj'ayNn tl>e ev<^nl 
of^^ribus illness of a member of the^ irrKmcdiat^^ 
fanriHy; such t^mc to' be deduced fron^i thc\em 
ployeel3 regularvsick leavidi. 

2. r Xmraediate family invthi^ instance is^iterpr^ 
to mean: wif<^, ^husbaM;id, .child-,^ father\ pK5ther, 
sister or t)rotber of' thc^ (employee , .pr turner relati 
living regularly within the employee ' s irrusj^ediate 
household. 




ERLC 
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LEAVES QF ABSENCE . (continued) 



D.." BEEEAVEME'NT tE-AVE 



B. Vl-^ 



\ 



1.. 



■A 



Bereavement leave, up to three '( 3) days )^er occurrence, 
will be allowed wiCKput los^ of pay for dea^i in the immed- 
iate family. ■ , ■ . '. u ." '. • ,' 



3. 



Immediaite family in this instance is interpreted, to mean: 
mother, mother- in-law, ^fatfier, father-in-law, Spouse, son, 
daughter^ brother or sister of the empJ.*oyee, or otKer relative 
living regularly within the eitiployee's Immediate houlaehold. 

' - • • . ■ \ . ■ 

' Bereavement leave of two (2) days per occurrence will 
allowed without -los s** of p'ay in the event of the death of one b| 
the following membet s# of tjhe employee ' s fanaUy: sister-in- \ 

•law, bjrother-in-law, daAiighter-in-Iayv, son-ih>-law, grand- 
father, grandmother or grandchild. , 



E. liEAV^ FdR REQUIRED.COURT APPEARANC^^^^^ 

No deductions, will be made for afny employee ordered to 
appearMn jcou^t as a witness (personal business excluded) 
or to setve as a jutot. V 



F. LEAVE FOR PERSONA4U3R BUSINESS^ REASONS. 



An employee who is absent 4or personal benefit will be-^ 
^' subject to loss of salary for each day's ablsence. Such 
absence must be approx^e'd in advan.ce by the preTsiddnt ;s 
or the Dean of Adxlninistraticin, 




REIMBURSEMENT FOR TRAVE U' 
A. CAR ALLOWANgE , 



Section B. 13 



■4 

B. 



4' 



AdministratiVfv pcrsoiinel using th^Pr per sonal ftutomobiliv 
on College buH^ineos, with prior ap|iroval of the DcAn of 
AdministrationAare reirnbi^trsed at the rate Of ,095^ per 
mile. Payment W'i^ll be made against' vouchers apiproved by 
. the C oUege . \ ' . '■ 



OUT OF DISTRICT TRAVEL : ,. 

1. Out of district travel by pers^C^ial automobile >yill <^e 

reimbursed' at the rate of . 08^!: f)er mfle under the foregoing 
/ conditions. ' , / 




2. Travel to distant points Wiir be reimburs^ed on the ba 

of coach/economy air fares plus cost of piremium for Vvs 
flight^ insurance. Personnel may elect otKer mesans of 
tr^|insporta±ion, but in no case will additional expenses 
be paid because of the selection of an alternate co^vfe^ahce . 

3. Personnel planning to travel by commercial trans portafeo 
will obtain from the ftursar a travel tai: exemption certiW^ 

Reservations and ticket purchases normally''^iir be made . 
by the College directly on its account. , 

when anticipated out-of-pocket expenses are likely £o 
exceed $50. 00, the Dean of Administration may approve:*, 
;an adVanc^ against a properly execute^ci requisition. 

sExpense account forms must be filed withip five (5).9ays 
of the conQLmetion of fhe trifj, such for:ms to be .accompanied 
by\he following receipts; / . ' 



a. 



b. 



Transportation receipt (or ticket stub) if not pur 
:hased tts^ough the College ae^pount. / 

\ . \ ' 

HblJel receipt 

Receipts for conference registration fees, ett, 



A- 
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OUTSIDE ACTIVITIES 



Section B. 



ro-^ember pf the CoUepje- administration may engage in any 
Qutsr^c^-^mployment or activities^whifh wiU in'any way iiiterfe 
vA/4~th.,iiis a-^^^^^^ carry out his as8igntf»d dutios. Pernri'RbMon 

tin? P.-niiKlTrnr'^^^^^^^^^^^^ pl>taint'd l>rforo an nnplnyou accepts ou 

side employ inont^ciuTi^^ period when he is associated witl]^^ 

the College . ^ . . 



re' 




CIVIL RIGHTS OF EMPLOYEES 



Section B 




Tae Boa^ of Tmslees and the Administration of the College 
recogrize\^e iright of any employea of 1;he College to take, or 
to refrain fr ©^'taking, a, stand on any political issue, and to 
guppoit or opp^^any issue or candid^'te^ Such activities, " 
must b'eWnducted on the enqpljc^e^s own time and 
away"from"flte--p^^er^^ thp Colleg^. *\rfre^employee is ex- 
pected, , moreover ,^fD\xercise di|5j;crWtion ^^i^ that he is 
ac^ng in--hi^ capaoit^y^s a .private ciiti55.en''so\(s not to bring 
unfa\:orabl^^U^licilir^^^ \ ^ ' . 



ACCKPTANCR\^F MEMBERSHIP TO PUBLIC OFFICE ifepARDS 
OR G OMMITTE^ ^ - " . ■ , " ■. \ gectian B 

The B/)ard of . ^us.tee s' and the Aciministration 'recognize\fie 
righX^^any emp^^ of Hellenic College .to engage in community 
acij^iiies, Howe\e r ,^ before an employee ^acccplfcs'.an- appointV 
meht to a- public bo^rd or committee^, or stands for. elec tion to\ 
any public office approval must be sougl;it from/the President. 

of the College. V/- ^ ^ • > - 

' ■/ ' ' •> : .' • o . > " 

Once appointed to a pubu\board^or c6m^Tiittee/ or electee^ to 
-public .^fice/ the employ'ee\^ c onfine the 

activiWeL incident to such meml^-^:hip tQ^ 

away from tlit^ premises of ^the* C^lcyo , The^employec will , ex-, . 
eijeise reasonable care to show thai h^* ir; ise/tinu, in. hi s capac ity 
asLa priVate e_i tizen 'so as nq4 to; bring unfavorable^ publicity to_ ■ 
the^ College . ' . ' ^ ■ 
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P:^A R T . T H R E E : 



A C A D K MIC ^ P K R SO U N K L ' 



In association with Heflenic College the faculty mepnber enter,s,into 
an inidividual contractual as well as a professional relationship with 
the Adip^inistration of the institution and its Board of Trustees which 
, i^s its highest governing authority. The following pages are intended 
to m^lce clear t6 the academic personnel oi the Colleg,e its rights and*"^ 
prer/ogatives as w.ell as its responsibilities. 

'^^^ policy of the Collegie to en-gage professional personnel pfi- 
Tti^t^^' with a view to the coatr ibution the individual can rnake toward. 
insui|ing excelleace in its instructional program. Candidates will be • 
.evalua^^i^. on the basis of %pade-mic prepa ration, experience, tec.om- 
i^endal^lis and judgments of competent peers, personality an!d pther 
pertinerit factors, and without regard to sex, race, color or cVeed. 



ctidn C 




APPOINTMENT 



Propedurfes^overning the ippoaintment of fadiiliy; aL^^re ^sta'te.d in 
detail in Appendix I of this ,manii^, ^'The J^cademlc Senate", also in ^ 
Part On^er Section A,"^ 3. ""They^re here summari:&^d: " . " 

1^ Candidates for^^pp/ointmeht are Tnte r viewed" wliengv^ef po&si ' 
on campus; >y the (Bhairrnan of the Departmeni involve^-;^ the 
Acaderprc Sen^e (or a committee of the Sen|^tj^t the disc-tetiori 
of it^ chaiWftin)^ the Dean of tiie appropr iate||:aculty, and the 
^ Pr6sident/M the College, injthat order.,. -Mer^^t^-M the^Departi 
-,;c^ent colice^ned may also be givbrx the oppo'rttinity ,to meet and 
^ confer \Avith candidates. / \ 



Candidates under sei^us 
subrdit complete credent 
the •fono;wing: • " . ^ 



s consideration will be^^;x:|)epted t0 
iais consisting, as the minirnurn? of\ 




a. Up-t<?-dat^ cur riculum ^itae 



b. Placej:Hent files from the ca'n^idate ' s graduate school 

■■• - ■ ■■ • • . ■ ■ ■/ 

O c;. Three letters of recfommendastion irom carApetent 



,0. 



APPOINTMENT ' (e ontinue d ) 



3. 




When th^ Presideht and Dean of /Faculty have agreed to 
recommend a candidate to the Boartl of Tfustees f6r . 
appointment, and /have isecured approval of the Person- 
nHel Conimittee^a^ th^ -Board, two copies of gi contract* 
will be presented to the applicant; The contract wilL 
bear- the fpUdwii 



c . 



d. 



e . 



f. 



Statement of rank' and ^ea oi ihstructidjrj. 

temdnt regarding sa/ary 
Statement regarding tetm> 

•■ ' • ! ■ .' 

■ '\ " \' 

Statement regardJ^g' fring^benefits 
of authority to appoh^t 

■ ' ' 

s Signature and date 




■V . 

5, 
j 



r^Once th\e applicant has signed and returned lone copy V^ 
- (^|H?he '''contract, the appointment is fir^m and requj^t^J 

only to be endorsed by the full Bqard of Tr Astees 'alb, ' 
; a su^equent'-meetingV th<i Executive Committee hav^ ' 

ing fok poyAep to act in its ^ehaif. 

; Anointment tp£-t?:^e ranR of Instr uc tor'^^is fdr on^eN^eax. 
V^yaSd tei-tiatjiat^'s automaticaljy unless renewed. ' 

■ 7,"^ . • ■■■ ■ . ■ . . o ", . 

> A^ppointment to ^pTO^fi^s^sa^^^ rank is for,^)ne to three' 
^ye^rsvinltiaUy,: r^nj^wab^ terms set fortH^ 

Ifi Parj; On6, 'Sfeetioif^^A Handbook" ^ 



CLASSIFlGATION OF ACADEMIC r^ERSOl^NEI^ ' Section C 



1. . , LE6 T^IR^^;;. This designation normally applies -to part- 
time membe^ of the Faculty who, while enjoying faculty 
stianding, ha'Ve not yet been classified ats to rank. 

2V * INSTRUC TOR;: Individual possessing aft least the ' ' 
Bachelor's degree with ^ome advanced standing 
toward the Master^s degree. Teaching or related 
experience .may be'^consider^pd in lie*u of the Master's 
. degree. ■ • . : v'-p 

• - - 

3. ASSISTANT PROFESSOR; Individual possessihg at - 
least the Maste?^'s degree/ ox its equivalent/^yvith a ^ 
major in the subject field ass igr|fed. If lacking tK^e 

/Ph. D. , evidence usually will be- required of at least • 
fifteen (15) semester hours ol^ork colTiplete#^ toward 
the doctorate, or lerfg^y teaching experienee^^r , ' 
unus^ual qualifications in the subject field, 

4. A SSdC lA T E, PRO Fj; SSOR : Indi^^idual p'bsse^^si^^ 
Ph;D. degree or its equixalent in tihie sfibject fiem, 
plus at least five (5)^ year S:u3f t^a<:King^^^^^ 

the ,c allege levell Conspicuous scholarly achievement^ 

« or s|!ngijlar'effectivenebs"as a t*pachero 

"^nstances'be considjsred in'lieu l^f this earned doctorate 
if work 1^* under way "toward ^at dejgr^e. 



^P RO F ^ gSOR : IndiA/idual nornrialty possessijftg the Ph.D. 
degree in j^e 's.ubject^ield, or its equivalent, ^nd dem- 

<^oinstratih achievement. ; Th^^ 

rank^^resjLipposes lengthy teachings experience and dexti- 
onstrated^qilalities of academic leadership. ' 



St 



6, : EQUIVALENCYOF DEGREES ; In. certain instances , 
as in the applied arte, the ec^uivalent of the ddctorate 
may be acceptable. Generally in ma|tters of degree ; 
equivalency, determination Vill be niade by a c 
mittee of the Faculty constituted as fallows: 




The Dean of 'the Fac ijilty (Chaiirman) " 
The Chairman of the| Department involved 
T^^o faculty memberjs of the rank of Associate 
Profess'or or l^rofessor, elected by the 
full-time faculjty of their respective 
departments. \\ ' ' ' 



evaluation; promqtion, tenure i 



r. i 



V With a view to rewarding exaellence in teacM 
^j ship through orderly advancement in rank arid the granting of \ 
^tten^rep and to encourage the most effective^ teatchingp the 

College recognizes certain criteria f9y eval^^^ V 
• 'GeiieraUy .&pe:aic,ing thea • ; • ' , ' " ^. 

a. teaghiaig effectiveness * 

personality aj^d ,cha:racter ^ ! 




c^ evidence of advancement by earned degrees or scholarly 
work 



d. counseling skill 

e. wiilihgnei^s to Aassum^^ommittef @|id othe'f^^duties 



£• compatibiliiy with th#pbjective$ of the College 

The Dean of the Fa;c ulty wil| "iS^^^qp Instruction Rating \ 
Sheets for tjle convenience of all teac|iing persoim tijtough. 
tenured member s may make use of tl^em on a vpli^^ 

* Members of the Faculty are reqi^ired to err^jploy the ra(tin^ 
forms in each qi IBeir classes. The forms normaMy are distiib 
uted by-tiie Deari at the final examii^iation perio^, %eaults are 
be. made known only to the individu^al instructdrV; Go^^ 
thus drawn assist the iBs true tor i>i evaluating his Work and jrx 
be' used for, purposes pf promdtioh and teiiur e* Evaluation 
procedures apply also to adjunct and associate faculty. 




PROMOTION 





nciples goyerning^romotion. kre set; forth in the Appendix 
part of the Handbook, entitled **The AcadeVnic Senate^^ 
are recapitulated here as follow?: 



1. Ea;ich faculty member should have his s^eJ'vice^9 " 
periodic ally and competently^ evaluated kccor 
to ests^blished criteria in order that mei?it or 
demerit may be recotnized and appropria^te 
. recommend^ions made. \ 




Ever^^aculty r^emoer holdmg a term appointrh' 
shall have his services. eValjuated during- the last? 
yeaiN^ each term appointment wi4^ a view to his^ 
prombti 
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EVALtrATIQN. PROMOTION. TEI^URE ' ( c ontinued ) 



4. 



6. 



8; 



3. Every tenur ed /facurt^^^'m 

p; Profeasor ahali have hirs/ eeryi^^^ - 

leist every th:c^,ee yeirs^w a view to his^ pifo- 
• motion* ■ / , • ,'' ' ■'■ ■ , '/ \ 

Any faculty mem any time request the 

Academic Senate tp evaluate his services with a 
view to promotion. ' • 

■ ■ " ' ■ . - . ' . , ^X' " ■.- ' ^ 

5. Recpmmendations of tKe Senat^e" ar« forwarded to 
vthe appropriate Academic Dean for; transmission^ 
. with his recommendations, to thSe President of 

■ \the;coUege/: ■■ ' '.^ :. - \ ' - r"'; 

The President will forward his^ recrom 
to'&e Perso^n^^ of the -ExecuttVe 

Cormnittee. V $he actipn:^f the Boar^ of Truiste^s 
^'is cojiclusive., u ^ \ 

It is the responsibility of the individual faculty* . 
member to maintaija orderly; p proce- 
dures and to help ,ih$ixre the integrity^ of .the 
■ pr-oe;ess* .^..^ -, ■ • 

PromQtioh'pf.Adjunct Fac same , 

: * principles set foirth abpVe/ In the case pf Adjunct 
member 24 hours of part-time teaching are con- 

' sidered the equivalent of one year of serx^ice. 

• , ■ ' " < " ■ ■ ■ ' . ' '. ■-, 

9. !lh calcuXatil^^^^^ expisrience, profess^ioniar 

ejcperience closely parallel to teaching may lie 
accepted as equivalent at the rate of two years of 
/sucl^NprofessiQnal worK for one year of teaching 
experrerice, to a .maximurn of^^Jdlt^ee years in each 
.rank, \ . " • ■ 




TENURE 



A. Generar Statement on Tenured Appointments^ 




During a period of tpvxn appointments of hot rcior e 'thah seven 
years, a regular l^ull- time member of the Faculty must be con-. 
\sldered ^pr tenure. . T 



TENtJRE (continu^d)^ \ v . ; ^ G. 

— ■ , . \ '. •. , ^ . 

• ■ ' : ' ''■ ' \ . ' Av - ■-. •-'^^ •• •.. 

A tenured kppolntm.ent means a^ appi^intmi^^^^ of aji> in- 

^ : - 4^finite dura]t:ion up to the time the faculty member reaches 
the age of aixty five* At the discretion of the 

^ Commiltee of the Hduse of Trustee^ g,hd >the r 
of the President orte^HelleM^^^^ 
; pointtnents m$.y be Extended for another^ term of five^yearS 

beyond sixty five. ; ^ 

' •'■ , ■ \ ' . ;' . ^ ' , ; , ■ ,, • * . •.' 

^Tenui^ed appoin^^ to safeguard academic 

/•'frebdom and. assure the holder^s tHat they cahnotbe subject 
to arbitrary di^missaL \ 

' . \. ' . ^ . ■ 

In general, tenu^^ appointments may be terminated and 
the policies governing\tich tenured appointments may be 
: .» suspended onJ.y because o^K. \ 

f ; /' (a) Adequate cituse and only after, th^ fulfillment of 

a^early siated procedures for hearing and judgment. ' 

' . ' ' / ' . ■ ' ■■' ■ ■ / . , 

. * , (b) Elimination of curricula; . 

^ ' . ■ ■■ ■ ■ ■ . . ■ 

■ ■ - • '' . 

.'(c) Retrenchment due tp the lack of student enrollment 
and financial adversity.: ' ' 

•Loss* of tenure and dismissal pan occur because of moral*- 
: turpttude, and" violation of the basic obligatiqns^which are 
. properly laid ^up6n all 'teachers. Furthermore, in the -case 
^ of the Faculty of the School t>i Theology^ violations of the 

obligations of qlejcgy and l^ity to the Greek Orthodox Arch- 
; %iiocese shall constitute a caus'^ for lo^ss of tenure and 

dismissal. ' '.'y 



B. Criteria for Granting Tenure - / 

\ 1- Tenure, may ip^ granted to a full-: time faculty rn^^^^^ 
W^o holds a "regular." a'ppointment as Assopiate or Full ' 
JPr^ofessor. Regular faculty appointments include exclu- 
sijv^eiy those of Assistan:fe'f Associate and Full Professor. ' , 
However, the rank o'f Assistant Professor does not ca^ry . 
tenure. ' « * 

Administrative positioais, as well as other faculty posi— 
/ tions, such as Adjunct Professorships of all ranks, Visiting 
Professorships of alj, ranks and Lectureships of all desig- 

^T^^a^tixins do not carry te^^ 



rErtuRE (contiinued) 
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2. Starting with reappointrl^^ effoctiv.e July Ip '1976, 

ac fflteulty n^ember xntxatVbe granted tenure pn tho fir 0^ re- ; 
appointrtiont aft^tJr havirig aorvod sovon years an a full-t^me 
basis a9 a regular faculty rnember at the HeUenic Coileg^^V^ 
Gwever,. 8. full-time regular faAulty ftiember may be ^ 
anted tenure any time prior to s;ervin| ^.even.yearaVlJro-' 
vided that he has attained the^^ ^tssQclate or 5|^11 - 

rbfessor By or at the tim^ 6i "the propbsed tenua^ .ap--^ ^ ; 
pbintment. An initi^.i appqxnjbment to thfe: rank of Full . _ 
Protess'or after J ul^ T, 197.6^ automatically carries tenure; 

3. if a fac'Cflty member/has not been granted tehure by • , 
. his^f.ev'enth year of. full-time acadeirvic ^service ^as a regular 
Jtae uit\^ m he will no longer be ^igible for tenua^e or 

for^^^regui^ar faculty appoi'^laTient. He wiirbe eligible, 

Ljlltnents as Lecturer. . 



hos^eVjei^, for^^yQa^fer appoijl|tx 



; 4. irenerally speaking/ i;fenure will be granted to those 



iiidivid^ls who. have showriSiacaderriic qompetence \^ithin 
th%ir specific discipline, and whose services contribute 
to :tlie fulfillment of the goals oJ the Schoipl to which they 
belbng by appeMtment. ^ " • 

'5,^ iEl is e^3^idered desirable that no" more than fifty 
vpferfee^'of i^ll fuM^:::time falaalty members be on tenure at^ 
v;any gi^y^^i^n time^^^^^^^ perceiltage should b e^^b^ - 

.^tw^een 135 and 




Px oc ed ur e f o r Gr aixti^g 'f en ur e 



' 1. paring the ^^all Term .of each academic year jthe^^ean 
with the assistance of the tenured menibers of t^he Academic 
.Senate shall appoint subcommitteje^^^ 

three tenured professors frjorri the Hellenic College and froria ^ 
othe'^r academic institatiirnsv if necessary, to review th'e 
credentials of all eligible unten^red, full^^ time faculty mem- 
bers who will have completed fbur^ fiVe or six ySar^ of 
full-time service as regular faculty by the end of that aca- ^ * 
de'mic year, with the purpose of making a written recpm- . 
mendatiori regarding tdnarfe Appointments to the sub- 
Gomrn^ittees frox^ other academie inslitteok^s shall be limited' 
to people of the Greek Orthodox faith. In addition, each sub- 
coxAmittee shall inclttde t^o members of the Executive G'bmmittee 
who snail be participating fdlly in the deixberations of thd sub- j 
committee bat shall be non- voting; 




TENURE (Tsctfitinued ) 




V 



2/ The Subcommittee 3' shall make theiy^^onlm 



- i9}loy/ing p^iter in mitid : 



(a) Academic CQmpeteficy (determined aci^oss dimeij 
ions BUch^ as : classroom ^ff ectiy>eniesss ,X:^astery 



(b) 



of Object, curriqulum and-cpurse developiTie^ 
innovative approaches*to teaching and anyiit)ther\ ■ 
pertinenl criteria as determined by the Acadfemic 

^jprvices to the School and Students (such as servide 
on'.Faculty C3ommittees, student counseling). 

Identification wUth the School Purposes. 

Scl^icijarly Work ank^rofessional.Reputation as De- 
teritiinfe^^ Peers 'E^S^^here (based ^on scholarly 
work, on sicl 



Lties in prof^issional organizations 
and par ticipation^Sr^pli^Qffi^Sioiiiil c onfer enc es and 
symposia). 



3 . . The^eyaluative pr oc edur es followed for gir^nting tehur e 
shall be similar to thoae used to make recommendations for 
promotions, and as described in the Faculty Evaluation 
Procedures. ' 

. 4! Each subcommittee wipTr?^^ the- follow- 

ing for each faculty member under Nc;^!^ 



(a) to grant tenure 





(B>\tg^ postjpoixe the granfcung of 
(c) to refuse te;rlure 



: 'terti 



ure 



and will give its reasons in w^riting' to the Deah no lat€r than"" 
November 1st of that year. 



5. After reviewing the recorriinendations of the Subcom- 
mittees, the Dean will state in writing his reiplsons for 
approving or disapproving these recommendiait4pns. Hfc will 
s ubmit botth the Subcommittees ' and. his recommendations to 
the President no later thi^n November 10. 



TENURE (t ontinued ) 



3-6 



'] 6, The Preaid^i^it will present the recorjamendatioxis of 
the ^Subcommittees; of the Deari, and his pwn to the Exec utiy^^ 
/committee Board oi' Tr ixstees at its first meeting 

' following Noy^^ 10. The Board, throiigh its Ex^cutxy| 

C't^mmittee r?iust act on the recpmmeridations pr^eferably 
before Deceimber J5, ^ . « 

* ' 7. The decisions of the Executive Cotjcimittee of the Hou^^ 
of Trust<ees shall be given to the faculty member s.invoW 
in writing ^within two weeks from the date the decision is 

^ taken. .. ' .. - ' ' ' ' 



' 8. If tenure is rejected, reasons for the. action must be, . 
given for such action in'persori by the President. ^Wh^m _ 
♦tenure is not granted the faculty member has the right o| 
• appeal and hearing before the Academic Senate, or/ th^ V 
^ E;iresidentr Qr feoth/^ The, President may reque.st a/reCon-- 
aideratibn by.;the Execuitive Committee of the Board, prerT 
senting whatever new evidence is available. The dec^i^ibn 
of the Executive Gommittee shall be final.: 



t>. Interim Steps for Fjill Itdplementation of the T^Htire t^rocedure; 

• ■' . ^' ■ ^0 ' . ""^ ~ 

^ ^;^-^or the academic years 197'3- 1974,'^^ 1975- 
1976 all fall- ttme faculty, who haVe served six or 

more years and h(ild rai^fof AssQ^^ 

will be reviewed b'y the Dean for ree^Tgomende^^ for tenure 
a lad a written report siibmitteS to the Pt^si^rAj^ho w in 
' tui?rl rnake his rCcommen<^ation to the "Executive Cominiitt'ee. 
The procedure as described in C : 5-8," above, will &en^)e 
followed. The provisions of this paragraph do not pbYigate^ 
thevSchool to consider all faculty eligible for tenure daring., 
' the first year or any single year. The School has three^^ 
\tp;put into full effect the tenure policies and has the option of 
chbice of thie Cases to be presented in any one year. 

^ The above paragyaph will be eliminated from this policy 
following it4 full implementation by the !Fall Term of ^the 
1975-1976 afcademic year, ^ > ^ 
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TKllMl NA'TION^OF SERytCES 



Section C 



iniliditivu of. thi- College ar<^v^sfVt fortA ^ in the Appendix 

to this .part of the H^ndlpo6k entitlqc/ J'The Academic Senate' 
afa-wejl aa in Part On^ /'Section A./ 3. In summary the pro- 
ce dares are as follows: 



A. For Faculty on term :^p^pyb^ v 

.Terr?unation of. terjrift Appointments shall be ini-' 
tlated\n the School! of Arts' and Sciences by the 
Department hair nian. or^by the the Dean of the 
Faculty sliould there\be nonappropriate .E^epartment; 
in the School of Theology by the full-time Faculty 
o^vthe rank of\Associate Prbfe^sorNor Professor, . 
ThXAcaderni<:^enate will- evaluatis the situation 
ai^d make its recomnaendation to the Dean of the \ 
Faculty\who in turn, will" recommend to the Presis;^ 
dent. ThX. President, at his discretion,^ may re- ; :^ 
solve the ni^tter or bring it to the Personj^^l^Com- 
mittee of the^Board of Trustees for final i:3et'(6rmination. 

FoT. termination^^^ end of ternl, notification of 
termination of se rVice s^; shall be given as early as' 
possible. Such notmcation^hould be mad^ in writing 
by December 15, if pc^s sible ,\and irincL eve at later 
than February r(?f-the\^erminal\y^ 

For termination during the term, ^among the conditions 
hich rnay justify breaking of term 'appointments sh0.ll 
be extraordinary circumstanCGS of fiVancial exigency, 
^ incompetence, gross insubordination AinitnorMity 
conduct clearly inimical to. the. bes.t -interes"^ of the 
College ; If the faculty member sp requests , t.heS^o- 
cedurc for hearing set -forth in ^tae 1940 Statement of^ , 
PrinciplesAof the Association c^f American Colleges 
- and the American Asspciatip^^ of Umvi6rsity;Prpfessors 
will be foUWed. 

B. \ For Faculty members on 

. , ■ ■ • ■ / , f ■ 

' ■ '■ / ' I 

1. Except in the case o^' retirement for age or? under, 
extraordinary circ|imstances because of financial 
exigencies , termination for cause shall be in accord 
with the 1940 Sta^4ment of Principles . 
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X 



RESIGNATXeN 



Section C . 5 



1. 



\ 




A Faculty member interiding to leave |he employnieHt oi 
the College- must submit a\formal written resignation' 
to th.e President no later thV March 15 of the final year 
of his association with the College. ' 

In cases where ^procedures for removal have been ini- - 
tiatecl, the .Faculty member in question may terminate \ 
such p^o^ at any'point, arid at whatever time of 

year J by^ voluntary resignation.' ' . 




Section C. 6 



All Adnainistrafivk and Academic personiifel/ shall fee 
retired at the en^d oXthe academic year in 4h^ch they 
attain the age of 



mb 



er siibject to retirement but wishiiig 
rvice may be permitted to do^^so, on 
basis, provided the Departm^elSt Chair - 
the Dean of the Faculty and the Rresl- 



Administratiye personnel, the Board 
vote extd(n.^n of^^ beyond the 

on a year-to-year basisv ' 4 ' u^-^ 



uch annuity benefit^^^a^the intiividua^^ 
may have accrued through voXuxitary participation in 
the College retirement pragram/ emeritus benefits 
^,^y be granted at the discretion and will of the B^ard 
of Trustees, . ' ^ • - 
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■ -f. "J ■ i 

■ DU'lTES -AND RESPONSlBiLFriES (cohtinuod) . ■ . / C 

B. DE^^AR TMENT CHAIRMEN ■ \ " 

« The Department Chairman is' the. administrative arm the Dean ^ 
Through regular meetings y/ith tha^ean and the coUeague Sr^ithin * 
hjtJ d'iisciplihe , he contribute.5 in a cmcial way to the j(low of informa 
ti'On both ways . ) / * ' 7 

• The Department Ch^majt/ is >e sponsible for interpreting ac- 
urately to hi>« immediateS?<rtle agues College policies, administra- 
tive decisions Vnd operating procedures. Conversely, he is 
responsible for expressing to' th^l^dministration, through the Dean, 
ie$f.i0n;fg and opinions of his xm.rjde,d^ate colleagues, ' 

TnN|4dition tO"these generak,^^^ ^be Department 

Chairxpiks^ has the fdliowing duti^^: ' . /' . ... . \ ? 

1, "Organize, coordinate antf^evelop the course^* of instruction 
related <^ his discipline. >; ■ . ^ 

2. Under the dYerall s upervision of his Dean^ exercise over- 
■ -sight for all cs^urses- offered in. his department.. ^ f 

Work closely with his dep^lrtment and the Dean in effecting, 
j^urriculum improvement,''""^ ► : 

Evaluate individual members pf his department witfa a vl^ew 
to recomnriending to the Dean for reappoinliiiient, promo--' . 
tiOn or termination. ' ^ 

Keef) alert to. dlipartmental staff needs, assist the Dean in 
interviewing candidates and recommend on nevf appointments. 

.6 . ■ Work, closely with his department in estimating .needs for 
equipment and supplies so as to assist the Dean and the > ■ 
.Administration in the ' pre paratibn of^budget. 
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TEAClilNG LOAD 



'Ssctioh C 



A. '..FACULTY 



The normal teaching load for most ranks at* Hellenic College has 
rang.ed significantly; loiwer than at ^ost. small liberal arts . colleges . 
dae to the rela^tively^' smali enrollna^ and the need to provide an 
adequate spread o''S. courses and fields of concent ' r 

For" purposes of establishing realistic hprms, even tho.i^gh many 
of the faculty will continue to have lighter lo^s, the following aver- 
ages should be considered appropriate to^the rn^specJtive ranks: 



Instructors 



.12 to .16 contact hours 



* Assistant Professors 
Associate Professors 
Professors 



12 to ,14 cg^tact hours 



lO'to 12 .contact hours 



9 lo 11 c ontact hours 



In siiddition every full-time instructor "is expected to set aside \ 
several hours per week as open ^.ppointment time .for student cOn-. 
ferences,. It is understood that the amount of time thus spent may 
be governed by the individual '0 committee arid other added duties ; . 
ideally, however, appointment hours will be' distribated over four, 
in no event fewer than three, days oj(i canl'gus. 



In assigning teaching load the Dean will fake ixjto^^ecount not 
merely th6 riumher of hours spent before a class each wee-k, but 
the nHniber bf studentsyfor whom the instructor is responsible as 
well fas the nature of tile course , i . e .^jiW^t^the^^HHsi involving 
many papers, ^^or one irh^x^i^ich much of the contact tteie is spent 
i;i laboratory. \ \N 




B. DEPARTMENT CliAIRMI 

The teacTrimg load of Depar|ment>^hairrrien will, under ni:)rmal 
circumstances, be sorxiey^hait Ught^r , given the .added >administra- 
. tive responsibilit^e s . T,he Dea\/^111 . take into accbijint Vuch factors 
as: the size of the department^ the number of students the^sjjair-- 
man hiiri'self is responsible for;, the frequency of nneetings; whel 
the department is undergoing significant curriculum change; what 
other .College duties the chairni^n has, etc. 
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SALARY SCHEDtPLES 



Seetibn 0* 9 



The current Salary Scale^ adopted for the academic year 197S>1^74,/ 
not including school benefits for retirement, insUftance and hospitali^. 
zatidn "benefits, amounting to about seven p€^rcent of sa\ary, is as 
fpUows: » 

RANK [ 

\ Professor 

Associate Professor 

Assistant Professor 

Instructor 

ttt xs/thej intention of the Collegi^,ito strive' to maihtaijn these scales \ 
as Ith^^arjg^ adjusted i to the rise in living costs, or^ alter- \ 

natively, to gr^ant merited annual increments at the rate of apprdxi- j..> 
mately' five percent. ' ' ' " ' V' 




CO^iPEN^ATION SCALgS FOR ADJUNCT FACULTY ' -^ecticvn C> 10 

' ' . ■ ' ■ <'■■■'.. , . ' ' • ' ' 

A"4jancit Faculty are those persons y/hoao. principal acaderr^ic 
asBOcHat'xon ia "with anothor institution and are invited to con- > 
tribute to the instructional program of the CoUopicj on a part- ^r ' 
tiine basia. " FoV ;purposes of the catalog roster they may be , \ . ' 
' designa.ted accorditig to the rank they hold in their oWA institution. ■ - 

' Compensation for Aajunct Faculty, unless special arrange- v " '^ 
ments are indicated, is 9omputed on the ba^^is of one-half flie 
average salary in the appropriate rank, divided by 24 (the : ^ , 
average annual teachirig load) and multiplied by the number of - ^ 
hours to be taught. . . ^ 



3 




■ / 



FRINGE Bl^NEFXfS ANB PAYROLITB-EPI JG 



TIONS 



Jection C.. 11''. " 



igation to both professional and non- 




^li^e/CiOjJlege senae an 

profeasiphal personnel to •provide, and to siare in tlie cost of, 
"protejiSfi^on ^agains t illness ,, disability and death in the Xpr ot 
ina^aVance;' also to assist persoiitiel in builUihg toward future 
fl^eGUrity in ^e'toiismi retirement annai,ty^ " ; 

In addition therefore, to such amounts as must uftder *tk,e law be Z^^' 
withheld frOm salary for State and Federal tiaxes\ a^d at the option 
of the individual, certain other deductions will be made ti^cover the 
individp^>^c share of t^e coat oif the following programs: — 

STA^:^^: MUTUAL -J-iIFE:^^^ - ' . 

I.. Life' Ins urancie ; $20, 000 benefit Ipx uaider age 50, less 
- ' $1, OO'O for eVery yekr over age fifty. * ^ 



2.' Accidental Death and Dismemberment Principal Sum ; 
, ^ $20^ 000 benefit for undei^g^^^BO, le^ $1, OOO for 
^every year^^ove^-^t^ 



t 




Majx>r Medical Expense ; 

Hospital Expensq .-^enetfits are 100% of the first $2, 000 
plus 80% of the balance of covered expenses in eachj 
separ^ate period of disability. '^^ 

" Surgical and Anesthetist Expensi^ - Benefits a>e payable, 
according to a schedule up td a maximum of,$l, 200 for . 
surgical expense and up to 20% of the allowable surgical 
benefit for anesthetist feies . Charges in-excess of these 
amodjits are considered Excess Medical Expense. • 




If in any b^a period pf disability more than one qperation 
is performed', the overall maximum payment for all op- 
erations i&^ three times the maximum. Surgical Benefit a 
Shown/^£Lbove. . 



Accident Treatment Expense - Benefits are up to $500 
of covered Expenses inc urred -for t]f e^ment received 
within 90 days of ari accident. 



Maternity. Expjns^e ' For female employees whoi^insiiSre 
th^ir .husbands as dependentSy. and depend qnt>?0^ives , ior 
pregnancies, comniencing ;^A^hile insared. xhise insurled 
on the effective date of tiae plan, however, hat^e irn^- 
media^^te maternity coverage. . ^ 
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FRINGE BENEfUs AND PAYROLL gyEDUC TIONS (contingea) 

If your insurance terminates due to your employment, 
terminating, benefitf will Ve payable provided the preg- 
nancy commenced while the in^uranqe was in force, and -H 
benefits Would have been payable had your insurance 
continued, ♦ * . 

' ' Maximam benefit for all coyer ed'^expenses including 

■hospital and Doctor if prfegnancy terminate's.by ^ : 

^ /^rmal childbirth . ' ,^ $300 ^ ^ 

Miscaririage or abortion ^ 150 

. gaesareaii or extra- Aeirine pregnane ^ 450 

Excess Medical Expense - Benefits are 80% of covered 
' ' expenses (for which benefits are not payaM under the 

^ provisions previously described) after a Cvksh deductible 

; has been satisfied. Benefits for put-of-hospital expenses 

for mental ot nervous diseases or disor^er$ are payable 
^ ; at 50% of cpverecj e:jipenses after the cash deductible, and. 

limited to: (1) a maximum of $12.^50 for each day of treat-' 
ment and ,(2) 4500, for all such treatment received'in any one' 
calendar year. ' \ ' * / ; - 

^e cash-deductib is $100. per calendar year for e^ch . 
: \ covered person. . . « 

After '$2, 000 of benefits are paid in any calenda 
.100% instead of 807o of the balaijce "^of coVe\re%e3jipen^^^ 
; . - • in that calendar year are payaTole. However, benefits 
payable for care and^tea^ mental ner 

t ' diseases^ or disorders (while, not hospital confin^ti 
payable either -in full or'acVording to a'^schedule are 
not subject to iSiis provision. 

The maximum benefit is $25, 000 for each sickness' or 
' injury, except the maximum payable for mental dr 

' ' " . nervous diseases or disorders is iitnited to $10, 000 
/ during the Lifetime of each covered person 

Covered Expenses ; 

, Some of the medicall expenses covered are 

• ■ • -t ■ ■ . " •. - ■ ■■ 

* ... ■'■'] .. 

iL hospital room and board up' to the standard semi-^ 
a ' private rate; . \ • \ 

2, hospital' services anS sujDplies; 



C. 11-2 
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FRINGE BENEFITS AND /^^AYROjuL DEDUC TIONS: ( c ontinued ) 



3. 

4} 



5, 
6. 

/} 
1. 



8. 

9. 
10. 



professii53>nal services of a licensed physiciahr 
registeif^ecj physical therapist, o|' 'radiolo||ist; 
private duty nursing care by a-Registered^Nu^se 
(R, N. )/and by a Licensed Practical Nurse (L,P, 

N. ) if a iC; N, is not avail able; * 

prescription drugs; 

0 iDlobd or blood, plasma not replaced, oxygen, ' «. 
la,bofatory tests and x-rays; i , ^ 
casts, splints, braces, -trusses, ciMitches, arti- 
ficial eye.^ or limb^ (but only' the firs,t replace-* 
vment pf^ a natural eye of limb); 
rental of iron lung, wheel chair, hospital- typi 

. bed; rental of r^diuna or radioactive i&otopes^ 
anesthetics and the administration thereof; or 
local ambulanc e s ervic e withinytiaejlim 
United States, Puerto Rico or Canada. /- . 



V 




11- 



\ 



Medical expenses incurred for any of the fore^goilig will 
be considered covered medical expenses only ifv, they are 
reasonably necessary for the care and treatrrreht ot tHe 
sickness or injury and only to the extent that chargejEi . 
therefor are reasonable, ' ^ ^ 

Exclusions and Limitations: ^ 



\ 



ERIC 



Some of the^ principal medical care exqlusiops are charges 
incurred • ' 



IV^for sickness orj injury arising oUt^s^fj^^nvthe Qd 
' , of'^arty-^Qccupatibh^.or employ 

^ or profit;^^-^^ * , ^ 

Z, for any medical^^|carnination not made duripg the " ' 
4 course oft,br in connection with treatment of a 
•sickneS|S or injury; . ^ , ^ 

3. in- any hospital- owned or ope^^ted by the Federal 
Government; 

4. for dental care or for cosmetic;^uXgery; 

5. in connection with pfegnancV, other than those 
described under the "Maternity Expense" section; 

6. ,f8r pr*e- existing c onditions' until one^of the following 
pcours : 




(a) no covered medical e3i:penses ^re incur for 
such pre-existing condition during' a 3- month 
r^d ending after thydate the person becomes , 
red;' ' ■ ' . ' ' ^ ' ; ' 
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FRINGE BENEFITS AND PAYROLL DBDITC TIONS (continued ) 




5.r 



(c) 



I 



(b) thg covered person has been continuously 
^insured for 12 moritHs; or ' 1 . . 

for a covered employee, a 6>-month period 
of Goyerage has expired dur^ing which Ke , 
has not been absent frorri ^y/ork on account 
of such condition, / \ 



Coordination of Benefits: 



If, with respect to any covered j^erson, medical care 
bene|xts are proyided uncjer another group plan, the ■ . 
benefits payable under this plan wili be coordinated 
with the benefits from such otfier plan so that the total 
payable under both plans will not exceed 10b% of allow- 
able expenses incurred during a calenda^ year. 



b\ (THE^RCHDIOCE^^^ 

''i^reaentiy, thq Archdiocesa^l Retirement Progr^im is available 
I qjily to Clergy members of faculty. It is> expected that shortly, 
; lay members of faculty will also be included. . , 



TIAA-CREF RETIREMENT ANNUITY ■ 



The College makes available to administrative and academic . 
personnel a Retireiinent a.nd Anna^jty S^rogram cinder T1AA-" \ 
"CREF (College Retirement Equities Fund). 

1, Participants may elect to have a portion of the premiums, 
i,nciud^ng those paid by the College, i,nyestedin a mutual 

fund (CREF) a$" a hedge against inflation, 

2. The College contributed at the rate of 2-1/2 percent of^ 
\ . the merrfbar'^ salary. The member contributes a^ 

equal amo unt, 

rticipants may make additonal contriputiohs at any 
time in order to increase th^Aralue of jmeir annuit 

•■ / ■ ' L ' 

*4'. » Benefits ^re determined by TamQ unt contributed 
year^ of service betwee^i time of enrolling alnd 
ment. 



etire- 



Memblers may elect to Join within thirty- one (31) days 
from^^date of employriient. 



FRINGE BENEFITS AND PAYROLL DEDUCTIONS (continued) 



6; T^aiasfer from another groUp may^be effected at any 

- • • . . • '. ■ - ■ ■> ■ " ■ • 

time. . r • 

7. In the event a participant in TIAA or TIAA-CREF 
leaves; the employ of Hellenic College for reasons 
other. than retirement or disability and requests 
repurchase of his annuity, Helleniq College wl^l^ 
approve such repurchase provided itmeetg the con- 
' ditipns under. which 'tIAA-CREF will repurchase 
annuities, automatical!^^ and provided the partici- 
pant consents, and thUt the portidn of the repurchase 
value attributable to Hellenic GoUege! contributi^^ 
. shall be paid to Hellenic College by; TIAA-CREF./ 



LEAVES OF ABSENCE 



a: LEAVE TO ATTEND PROFESSIONAL MEETINGS 



Section G . 13 



With the approval. of the President, the Apademic jbeans may 
authorize attendance at conferences and oth/er nme^ting/S lively 
to entrance professional standing and contribute to thejmprove- 
ment -of the instructional program and the advancenaent of the 
College. 



b;. sick leave 



3. 

. 4. 
•5, 



Fifteen (IS) days sick leave without loss of salary will ^ 
be /Allowed full-tinhe m^imh^^ of the faculty for eaph 
academic; year,, c/um^ative to a total of forty-five (45) 
claiss ddys , * . 

.Jnl cases of sicWire'aW beyond 0%ie (i) week,, a physician's 
statement may toe required. ^ 

^ ■ ■ . / ■ ,■'»'• ' ' • 

A faculty nqerrpijir anticipating absence for re' ^ons of 

illness will, yf possible, advise the Dean of Faculty no 

later than 7;a0 A. M. on the day of absence. , . 

Ho payment /wtll be made for unused sick leave. 



^Terminatir/g faculty will not be entitled to extr^ 
Unused s idle leave, \ ^ 



for 



C. ' LBAVE FOrS> Il/lNE.^S OF FAMILY ^EMBER 



Subject/ to the approval of the' PTesident or the Dean of 
the appropriate faculty, ' a member may be granted ^^^-^^ \ 
two {2/) days^^leaVe without loss of ^salary in the event 
of se/rious i^lne^ss of a member of his immediate family, 
sjich/time to be deducted from the member's/regular 
sick leave . ' . ^ 

In/mediate family in this instance will be. inte tpreted 
t0 meant wifefy husband, -..childi fathet, mother,' sister 

brother, or other relative living, regularly within 
Ihe employee 's immediate household. ^ ■!>'■■ 



LEAVES QF ABSENCE (continued) 



D, 



BEREAVEMENT LEAVE 



•Be re averment leave, up to three (3) days per occurence, 
will 'be allowed without loss of salary £0!- death in the 
immediate family. . " 

Immediate family in thfis .instance is interpreted to 
mean: mother, mothe^ -\n-law, father, father-in^ 
law, spouse, son, ^-d^ghte r,. brother or sister of the 
faculty member, or otherVrelativeMiyihg regularly 
within his. immediate household . . 



Bereavement leave of(tW6 (2) days per pccurence will 
be allowed without losSi of salary in the event of the 
death of one of the following members of the faculty 
memb.er's family: sfs^ter -in-law, brother-in-law, 
(Jaughter-in-law, Sy^(d^in-^law, grandfather , grand- 
m,6ther, or grandcailuX 



LEAVE FOR REQUIRED COURT APPEARANCE 



No deductionis 
to appear in c 



w 



ill be made for a faculty member ordered 



Durt as a witness (personal business ex- 



cluded) or to serve as a juror. 



■LEAVE FOR PERSONAL OR BUSINESS REASONS 



A faculty member who is abs^^en't for personal benefit - 
will be subject to loss' of salary for each.day^^s absence. 
Such absence must be approved in advance by the Dean 
of the Faculty arid the President, and suitable arrange- 
ments made for the rriember's Classens to be taught 
without interruption. 



G, MATERNITY LEAVE 



Leave for mater,nity r'^as.ons will not normally be 
allowed without loss- of salary. The College may, - 
however, in special circumstances, and upon recom- 
mendation of the. Dean of Faculty; allow l^av^, without, 
compensation, for a period not 'to exceed thirtvM^3r(f]^ 
'calen4a):;. days , • • ■' / - . ' 
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SABBATICAL LEAVE ^ , SectionC.. 14 



L Application for 'sabbatic cti leave is initiate^! by the 

faculty member^. AppUcations normally wul come 
through the^^'cademic Dean to the Academic Senate; 
' The Senate M);iii evaluate the application and make 

recommendafeon to the Dean of the Faculty for 
transmission to the President and the Executive 
Committee, of the Bodrd of Trustees where the'' final 
^ determinajbion is made, — ^. , 



2. Sabbatix:al ieaves\are granted for one^emester at' 
full salary or for one year <,at half salary, r 

" . " • • • . ' ^ •'^ '■■ - • 

3. Members o/i^e faculty who have served full time for 
not less than six years at the rank of Professor p 
Associate Professor or Assistant Professor will be » 
considered eligible to submit application. 

4iv / Application for sabbaticall'eave must be accompanied 
by a statement outlining in some detiail the project to 
be pursued' during the leave of absence. Projects 
will be evaluated in terms'of scholarly value gen- 
' erally, an4 their direct or indirect value to the 
? institution^ : ' r . ^ 

■' ■■ ■. ■■■■ , ' " ■ ■ 

5. Approval of applications and the granting of leaves 
will us^ually depend on seniority of applicants and 

urgency or importance of the petition. 

.... 9' 

6. Except in unusual circums^tances the" teaching load of^ 
a membei- granted leave will be shaded by ^Jther mem- 
bers pf the faculty. - 

7; Applications must originate early enough so that final 

action by the appropriate committee of the Board of. 
Trustees may be .taken not later than January 15 on 
leaves tihat, are to begin with the Fall semester, or 
May 15;|or leaves that are to begin with the Spring 
* semester of the next academic year . . 
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TRAVEL • ' \ - ^•crctiQ3i,C. 15-. 

The Board of Trustees and the Administration of Mellenic 
College recognisie fully the importanc<i oi' hsiving fccculty 
attend profess ional conferences, bath-io-make the mresence 
• of the CoHege felt in th(& larger -a^jademic cooinriunity, and ; 
ip assist the individual faculty member in keeping abVeast 
' of deVelopnlents in his field, Within the linriitations m the 
institution's finances, ,every effort will be made to budge^t. 
f or trarvel aUowarhces; ; The following principle s will apply 
in general,: ' 

L ~ Proposals for facfcty travel will be forwarded fey 
; Department Chaimian, or the individual if there i!| 

no appropriate Departmentj--t^-4he-4De^n of Faculty\. 

2. Proposals should be made well in advance so that tl\e 
/ Dean may have a comprehensive picture of overall ^ 

needSf 

■ '■ • ■ . / 

3. Insofar as possible the Dean of the Faculty will have 
anticipated departmental needs in the preparation of 
the budget, and will advise Chairmen at the stari of 

/ . ' the a^cademic 'year falso the ^College 's fiscal year) 
what'' funds are likely to be available. 

♦ 

4. ;, It may be expected that priority will be given to 

senior and tenured faculty in approving proposals 
for travel. 

5. Faculty members who are officers of state, regional 
or national, professional associations, or who ajre 

. / making an unusually significant contribution to the 

program of such an association, may request funds 
in excess of those allocated to the t),epartment, • 

assuming such additional fund's are available. ' 

, " - ■ V ? -- - ^ - ,. . 

6. Reimbursement for travel expense s \yill be made in 
accordance with procedures described in Part Two, 

^tion B. 13, of this Manital. ^ 
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'OUTSIDE AC TIVI TIES . ^ ' ' ' ' ---^■^^'^S^^^^^^fL^ 

A i'e.galar faculty' aissociation^^w^^^ con^- 
sidered full-time employment. , In addition to assigned 
/ teaching duties, the ?3issociation jmpliecS proportionate share 
of committee reaponsibilities, regular office hours set 
/aside for student conferences, other related duties whether 
voluntary or aissigned, and individual efforts axnr>ed at pro- 
fessional improvements ' ( a 

In the last connection the College encourages ^off-campus 
\. activities of a professional nature, recognizing that these 
may benefit the College as well as the individual. How- 
*ever, it is ,the responsibility of the faculty member to 
consider his obligation to the College as his primary ob- ^ 
ligation, and to avoid substantial involvement qiits ides the 
institution that might impair his effectiveness or deprive 
the College of the full measure his ability. 

No rhembe r of the Fac ulty ima% undertake teaching duties 
in another instit:ution without Written, approval of the Presi- 
\ dent, acting upon recomnriendation of the appropriate Dean. 

^'The foregoing statement is not intended to interfere With ' 
persons invited to give occasional lectures or accepting 
engagements of strictl:^, limited duration. ^ 



CIVIL RIGHTS OF FAG UL T Y 



Sectibn C; 



17 



Tha Board of Trustees apcl the Administration recogni'/M 
the riglit of members^f the Faculties of Hellenic Golleg 
to take, or to refrairf from taking, a stand on any political 
issue, and to support or oppose any issue brdandidate. 
Such activities, however, must be conducted the^ faculty 
niember 's own tinie arid aw^y from the premises' of the 
College. ^ The Faculty nierr{ber is expected, mdreove^^rV to 
exercise discretion at all times and to make it clear that 
; .he|is acting in his capacity as a private citizen so a$ not 
' tQ3bring unfavorable publicity to the College . 



ACCEPTANCE OF MEMBERSHIP TO PUBLIC 
OFFICE, BOARDS OR CQMMPTTEES 



The Board of Trustees and the Administrati bn recognise 



the right of merflbers of the Facul 
to engage in community activities, 
Faculty member accepts an appoint 

or committee, or stands for electian to any public office, 
approval must be sought from the President of' the College. 



Section C. 18 



:ies of Hellenic College 
^However, before a 
tment to a public board 



Once appointed tp a public board- or committee , ot elected , 
to public officev a Faculty 'member of the College must * 
confine the activities incident to isach. membership to his 
own time a^d aw^ from the premised of the College . The 
Faculty rjiember will exercise reasonable care to show'that 
he is acting. in his capaOity as a private citizen, so as not 
to bring unfavorable publicity to the College. 



P A R T FOUR 



N ON ^ P R O F E S S I b N A L , P E R.S 6 N N E L 




Section D. 1 



2. 



4. 



s for j^n- p^5^f^ssi,ona.l staff gus s ignments 
tandard forms avail able nr^fH*^e of fi^ 



on s 

e Business Manager, 



Individuals maybe recommended to the Business 
Manager or in certain instance^ the President, by 
the supervisor of the department where the vacancy 
• exis-ts. ■ 

Thijs category includes: secretariies/ bffice machine 
operators, custodians, maintenance personnel, secu- . 
rity officers and other similar employees. 

Selection Will be based upo(i campctence a^d experience, 
without regard to sex, race, color or creed. 



SUPErViSION, duties and RESPONSIBILITIES 



Section D. 2 



2. 



3. 



4.; 

/ 



Immediate supervision of clerical kelp will be the. 
responsibility' of the administrative officer in the office 
doncerned. 

Immediate supervision./of :custodial and maintenance 
staff will be the responsibility of the Bdsines$ 
Manager or th^ individual designated by him. , 

Immediate supervision of library per gbnnel will be 
the responsibility of the Librarian. ^/ 

^ Assignment and clarification of specific dtities and 
/^responsibilities for non-professional personnel will 
be the duty of the immediate supervisor. 
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WdfiK WEEK AND WORKING HOURS 



; ^'ect.ion p. 




1. • ■ • Non-profes§ionarstaf/normally w basic SB-hour 

• five-day week. Offi^ tours ar^s irom 9:00 A/M/^ t^ 
. 5:00 IJM. , with on^Jiour for lunch. ^ 

2. A 15 minute rest p(*riod, mornings and aftor'hoon, is 
authorized in confotmftty with common practice and . 
in. the' interests of eniployees^ health^nd efficiency.^. ■ . 
EmNployees should protect this privilege by caf^^ful 

• 'observance iof^ schedule Sj^ The Rest- periods should b^e 
staggered so - that offices are coviered alL tijmes . . 
? ■■ ■ ^ - \ ■ . - ■■ • / " . ■ V 

3. Anticipated absences should be blrou^ht to the atten- 
^tiqh' of the imr^diate 'superior as ea^rly afe, possible., ' 
Unexpec:ir€fd^?Lb«^#:c^| o^^ of /ane, per son can**" 
delay; aiid/^^^ :VH'abitual; 
tardiness: will be ground-s. for ^dismp<sal. ' '•'^ ^v* 



-I 

I 



OVERTIMEN 



*^ Section D. 



: 1. ;. \N^rmaUy work schedules will.be/ arrange^d to avoid r 
qve\r time / ;Wh.e^*|.. -over ti^^ is u^avoid^b^ 
worI<ed in excosVof 35 but not rk-iOre than 40 'in any 
one wqrk week will be compensated by: 

oompens atory time off -at ^ time, rr^utually 
agreeable to the erp-ployee and the depai^tment 
•involved; or - -p' 

overtime payment^at straight, time rates . 



Hours worked, in ^cess of ^0 in any work week will I 
be compensated at Ih^nd 1/2 times the regular hourly - I 
rate . Hours- in exceS^^ of 40 ijn kny one- work week may | 
be. scheduled only With Ishe approval- of the Busiixess \' 
anager* . ^ 



Employees required to -work "^jDeyond 7;0p M, will 
be allowed one -halt hour for ithe eveni-ng meal and paid 
at the regular hourly rate foi- that period. . 



FRINGE BENEEi:fe AND PAYROLL DEbiJCTIONS 



Sect! OA D. 



' Tf^eae ar4 jg^t forth in detail in/Part-^Three/ Section C. 11 
of thiS/jtoanual. Employees should inqiure,^of the ^^BusinCJSS 
Man^^er. 



VA(S: ANIONS aI^p holidays 



The vacation policy as. it applies tO) non-pro|es§.ional personnel . 
* is setlforth ih detail in Part ^/. H of this mj^nual, ^ 



LKAYES GF ABSENCE 



Sectibn D. 7 



\f , The provisions for SicV: Leave are set forth in\part Two^ ^ 

Section B. 12 of this manual and apply to all AOi\-profe'S^ional * 
p<BrSQnneL 



H/RiT .RJBVIEW AND PROMOTioN > 



Section D% 8 



1.. 



Salary "increaseti^^an^te^^ time, tci time^in 

recognition of; . \ : " ^ ^ ^ . ' ' \ 

■ • . ■»■'■, ■ •■ " 

a. increiLse in living costs ^ , 

b. experience and \Mproved pe^fpTmance 
acceptance of res pons ibili|y at higher levels 



c . 



Z. Salaries of new employees are reviewed ^.ormally 



.afte r six wohthsjDf se rvice ,\ the r^afte^ r ann ually . 



Incre aS^^ in sala^^^^be^me Wffective Septembe r 1. 




' ygRlVtlUifVTIQN OF SgRVICI*: 



1. 




2. 



4. 



SeGtiori D'. 9" 

A full-time employee ter'itiinliting alfter\ at least three 
months oi sevyjice, is entitled to accruea- vacatibnv ; • . 
pay unless th^ enxploy^ee is being discharged for elis- ^ ; 
ciplinaipy reas^oriSj in ^^hic case payment will be rxiaLde . 
only for apNtugcl^inle yprked; ^ ' . . 

Undei^ Golle^e will give two , , » ^ 

M/^eefcs^ notice to a regular/ employee-^whose serfvice ' * 

are no longer required/ At the , option of the College . 
tvv^o weeks' salary nniay be given in. li,ea Of SAlc^^ 

A-n employe^fe, in ord^r to leave in good standing, must. 
give two weeks' prior notice of resignation.- - " 

A ternriiria.ting employee must report to the !B<^islne§s \ , 
' Manajg^r on pr\. before t\e final day of work; ■ . 
A ter%ninal ij^erview will b©^onducte4 and cdnVer ^ 
sion privj.leges wUl^be expaaibea in connection wj,th - . , 
benefits enjoyed under the CoiTdge 's group plang " ■ ; 




\ 
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THE ACADEMIC SiENATE 



, E stttibli s hm e rit 




Appendix I 



♦ There is hereby estabfi^hed the- Academic Senate of Hellenic 
CoUejge. , / ^ - 4 ; 

n;... Purpojg^e and Scope 
• ' ' . . ■ • ■ ' .. - 

A*, The purpose of thet Academic Semte is td a^s^ist, tkrough Vepre-^^ 
^ sentativ« participation of the faculties / in' the orderly r eg ulatioh 
of the life of the College^ 

" ^ ■ ■ . -"^ ^ ■ 

^ ^ B, "The Ac^d^mic Senaj;e may cont.^rn itself with and make appro- 
. . priate recommendations on: 

; " ■ . . • • ; rv • 1^. 

) 1. Facikl,ty rights * $uch as apppintments and re^appointmentSp 
promotiOnSp sall&ies, leaves, sabbatipals] ai^d retirement; 



2. Faculfty duties ar 
• 3, Academic policy; 



ssponsibilities; 



4y^ Relations betweeitlfacuTi^^^nd adfoinistrati"on> faculw^ a 
y "Svtuderits, facuit|r alnd O^herva^nsja^^ as well as iri^a- 

/ " ^facultyvrelations; 



5, Ahy/othe 
Cmege, 



jjertai/nimg tc 



\welfar e oi Hellenic . 



-t- ^ 



•III. \ Membership 

; A. Academic Senj^'te 

■ y [ portioneg as. folloWs: 



be shaKL consj^y/o4 aeven (7) members -api- 

^ 1. C)ne mejrtiber of the admi:|iistratiYe sta^ 
^rfesident of the doRegft; 

^ ' ' 2/74 
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2 . ' Six. fiill- time members oi Fac ulty^3el|eGted as foUqws ; 

Two inembei:#of the rank of . Professor or AssoGiat'e ^ 
Professor from the School of Theplog^^^^^^ by . y 

the Faculty of the School of TbeQlogy; : ^ 

Two members of the rank bf Professor'^or Associate v 
Professor from the School of Airts and Sciences, Heet^d 
by .the FacullTy oi the School of Arts and Sciences; ^ 

Twovmembef's of any rank.^roni either School, elected ' 
by ^tHe combined Faculties of both Schools. 




The'term: of the repr esent^tivevof the Administra-tion- shall. 
> • ' f '^e one y^ar with no limitation as tq reappointment, : - 

/ 2- : 'The'^rm oi^'a, representative of the, Faculty slxall be three 
year and an elected faculty member may not serv^ mor«^ 
' than 'tAJ^o consecutive three-yeir terms. 
■ ~ ' '• ^' . 

Th-fe 'first faculty members elected to th« Academic Senate 
,^ ULixder 'this Act will be assigned one-year, two-ryear^ or 
' three-yekr terms by lot iri each of the three categories ^ 
" iboye, so that ^hereafter approximately one-third of the 
elective members Of the Senate will be elected each year'. 



r 



Election,^ ^ -H V ' 

Elections'" of the FacixLty^ representafives shall be held annually 
.during the third week in' January oia /a\day determined by the 
President of the College at least one month advance. The 
Deans of tfte twA Schools will be responsible for conducting the 
Q]/^ctions , which will be T?y secrejb ballot. Candidates for the 
, Senate must be. nominated by two other faculty merabers; " 
candidates so nominated will be place^d'on the ballot in th 
appropriate cate%dry;^ the thra^ eandidates in each category 
* receiving the most votes will be elecfed. A tie vote shalLbe 
determined by lot. * 




Vacfeincies occasioned by separation from the College, by leaves 
of absence foir a whole academic year , byldeath, or resignation 
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from the Senate> shall be filled by the Senatte if remaining 
term of the abaent merhber is l^as than one.yea^|if. it is mof e 
•than orie year, the Vacancy will be filled by the election of a ^ 
repr^^ientative in the mariner ^escribed above. . 



lec tors 



AlV^f all- time and part- time "memb^ers, of the te Faculty of 

all ranks are eligible to vote for the Faculty representatives. 



IV. Organization ; 

A. At-th^-first meeting after the election of members, the Senate 
shall elect its own officers, to wit: President, Vic^-President 
and Secretary-Treasurer. This election of officers vvill be 
: conducted by the administrative r^^esentative. 



B. The Senate shall adopt rules pf procedurip. 



Four members s^all constitute a quorum and, unless itherwiige 
sp'ecifically' provided by previously adopted rules, a simple | 
majority, provided a quorum is present^ shall prevail t^/^A 
decide any question. ■ \. > ^ 



V. Faculty Appointments and Reappointments • • ' 

' ■ *• - ' , . ■ -. , 

A. Procjedure*, for initiating^ and completing Faculty appointments 
and reappointments: , ■ \ * 



1, 



2. 



3. 



In the S(chool of ^ Arts and , Sciences a 
appointmte4il;s shall be initiated ay tfi 
Department con^ferned or, in case no' 
partrrient exists, by the Dean of the F 

In the School of TheoLogy^. the full-time fac 
ijank of Associate Professor and Professor sh 
appoin|pients and reappointnients* \^ 

Recommendations V so initiated shall be trans«iitted to the 
Academic Senate/ \ The Senatfe will revie^w tne credentials 
and forward them v^ith its reconome^idation to^tire appropriate 
Dean for transmission to the President and the Executive 
Committee of th^ Bd^ard of Trustees, 








THE ACAdI^W- 


Itr^ENATE 




^ecom.mendatron for faculty appqintn^ent shall be accomp- 
anied By a set of credentialrs presentin^^ 

includirtg personal data S|tftR;cer^^ candidate, his educational 

rficord/ publications anl^ca^ejm^^ activities, and statements qf. 
seve^l'^te; ferences. 




6. 



Recommendations for rd|||pf^^tm^nt shall be based on a review 
of the 3(aculty niember ' s'^|^|W^^^^^ terms of established criteria 
and witlKsp€icial reference t^^^^ demonstrated ability as a teacfher 
and His record of scholarly accomplishments. 

Appointments and re-appointments become official bnly with the 
approva^l^f the Board of Trustees, 



in th^ case of each appointment Irid re-appointment, explicit 
statements in writing as to the termd of appointment, i/ank, 
salary, tenure rights and privileges, duties and responsibili- 
ties should be made to the appointee by the President. of the. 
dolJLege. . ' 



B. Terms of Appointment ' . 

1/. .Lecturer; Lecturers a/re pa^t-time members of the Eaculty. , 
The initiai appointment^^shall be for one year. Renewals of 
; one-vear terms are possible. ^ 

• : ■ / ^ . ■ ■ .. \ ■ ■ 

Z. Instructor: The Initial appointment shall be for one year, 
. • renewable for not mqre than four successive years. • \ ' 

■ . ^- • .r. ' ' 

3. Assistant Professo:^: * The candidate should have at least th^i V 
M. A. degree or equivalent; however, the Ph. D. of equiya% 
lent from an accredited institution is strongly ''recommended.% 



The initial appointment shall be for one tb three years. 
^Re-appointment for additional such 'tern\js is possible.* 



Associate Professor: 
or equivalent. / 



The iandidate should have the Ph. D. 



5. Pi^of^ssor: To qualify for this rank, ; the candidates is. ex- 
pected to have earned the Ph. D. or' equivalent and have 
dernonstrated exceptional academic achievement. 
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VT.. Evaluatioft of faculty services ^d promdtion in rank 



A. Principles underlyijrtg evlal^^^^ aind promoticm 



L Each faculty membeil' 
and competentry ^va 
in or^d^i: that merit 
a^ppropriate re 



$hould.,h;ave his services periodically 
i^ajted according to jestablished cr.iteria 
demerit may b,e recognized and*. * 
Comm<bndations ma^e, . ' ' . 



ot 



^. \ Recotximenflatlons fo|: *pr6mot in rank and increase in salary 
(apax*t from adjustments in salary related to the. cQst, of living' 
a.-nd corrections of inequities) Shall ba^ed, primarily ?dn merit 
'as defiried^y the criteria set forth in the following statements: 

a. Teaching effectivene^?; V ^ , ^ / 

b. Professional degret^ or achievemehts; , ! , ^ 

c. Scholarship; ' / ' '^ • ■ ■.. . - • 

d. Advisory afnd coun^selirig service to students.; '"'^^ 

e. Activity in professional societies; . > 

f. dontr ibutipns tOT^ducafional programs and administrative 
jjA^rk bi the College other than teaching and 'research; 

- g, Prof'essianal,actiyities in the community (local, state, 
-national and international); 

h. Personal '^ttr.ibutes; integrity, industry, opei-n-mindednesrs, ^ 

oibjextivi^r leadership and cooperaitipn. . j - *^ ' 

V , ■ • . • ■ ^ . - • / / " ' ^ ■ ' - ^ 

These criteria are not Listed in order pf importance, and a 
rigid a:pplicatrDri*of them is to%e avoided. Varying needs and ^ 
opportunities oVfaculty piembers AVill require flexibility in 
weighing, the several items , ^although greater demandsi should 
be made for high Wtalnichent in? scholarship and teaching ability, T 
than in'any other areas of qualificatipn. 

Pnpmotipn in O'.ank shall be acc6mpanied by''an app^i^iar^riate 
in^ea se in salary* ^ * . 



VII, 



Termilhation of services 



o ■ 
ERIC 



A» For. faculty menjibers oh' term<^ap|)ointmerits. 

L Termination of term^appointixi^nts shall be initiated in the 
School of Art£rr and Science s by. the Department Chairman 
or by the'-Dean of -the Faculty should there be no appropriate 
department, knd in the School of .Theology by the full- time 
faculty with, the rank of Associate Professor oi-.-Prpf essor. 




VIII. 
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: Th6 Academic Senate will evaluate the altuatipfl aiid make its 
r<5c6m'mon(Jation to the app^opfiato Dean for transmissiion to 

'the Prufliddnt ant], if necessary, the. Executive Commit%e of 
the Bo;ard o-f Trustees. " 

2. For termination at end 'of term, notificati^,ja, of termination 6f 
services shaU "be given as early as possible. Such notification 

^ shouldlbe made in writing by December 15, if -jpossible, arid in 
anf^ev^nt, not; later than February 1 of tiie terminal year. 

3. For tetminationNiuring the ter,m, among the conditions which 
may justify breaking of term appointments shall be ^extraord-^ / 
inary circumstances of financial exigency, incompetence, 
gross insubordination^ immorality, conduct clearly inimical 
to the best interest ok th^^ College. Jf tlje faculty 'member so 
reques bs , » the procedure foj: hearing setf forth in flie 1940 
Statem&nt of PrinciplesXof the Association of American Col-^ * 
leges a|nd the American-^ssociation-6f tJtiiV^^ Professor.s 
will be foUawed. * 



B, For «f acuity 



members on tenure^ 



iExcept in the case of retirement tor age dr under extraordinary 
circumstances because of financi^Vexigencies , ter^mination for ^ 
cause shall be in accord with the 19Vo Statement of Pl-inciples. 



Sabbatical Leaves 




A. 'Applications for sabbatical. leave shall be initiated by the faU 



ppr0priate\ 
e Senate wik ^ 
,tion to the \ / 
nt and th^^ \ 



membeV. The application will be passed by ti 
Dean and forwarded to the Academic Senate. 
evaluate the application and make a recomitiendg 
appropriate Dean for transmission to the.l^resic 
Executive Committee of the Board of Trnskees, 



Sabbatical leaves are granted for.oneisemester^sat mil sa^lary or 
fo2^ one .year at half salary. Faculty\members\v^ 
not less than six years as full-time pWfes&ors , A^jssVciate Pro- 
fe^ssors or Assistant Professors are eugible. ^ Norrri^^^ candi- 



dates are selected, accj^rding to senio^^it^or urgency pi^petition 

As part of this application the faculty member shall outline in 
some detail a project of scholarly- Value to be pursued diiriW 
his, leave* 
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The teaching load of me fa^^ty member oh sabbajtical leave is 
\shared by other fa cult^ members except \/nder' unusual circum- 
i^ances. 





Applications should oHgWtie-e^r^^ enoygh so that^xnal action by 
the Executive Gommittee\of the Board f£ Trustees ma-^ be' taken 
no later than, January 15 oh leaves to bifegin the following Fall 
semester, or May 15 oh leVves to beg/n the follovi/ing Spring 
semiester. ' ' r- 



Academic Freedonfa and Tenur\ 



The Statement of Principles, dat\d j'anuaryr L940, of"the Associa^ 
tion of American Colleges and ttk American A.ssociation of 
University Professors., which ha A he re tof ore been addptjed by 
Hellenic College, is hereby reaffiVmed, 



X* Amendment of the Act 

This Act may be amended by major itV vote of the^ fatuities 'Of both 
Schools, subject to ratifi^tion , by the| Board of Trusteeb. 



The present Act,^ ^s/amended, has hpeh reviewed and s'^rictioned 
by the Bo^rd of Trustees with the following proviso: that nothing 
in tiie Act may by^con^trued as grar^ting to the Academ 
any. authority th4t would conflic^t^w^h the authority vekted ih the^ 
Board of Trustees, its Executive/ComiT\ittee and the Pi^^sildent' 
of Hellenic GoUelge, 
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GENERAL INFORMATION 



A. 



The Registrar is the college official responsible 
for the interpretation arid implementation of all 
academic regulatiorEj^ . Questions pertaining-4o 
any part of the Academic Po|.icy should be re- 
ferred to the Registrs^r. 



B. All designations listed beldw,. such as honors, . 
probation, grace peridds, ete. , will be made 

/ patt of, the 'stu den t'sXpermane^t transcript^ and 

notification shall be s^nt by the Registrar to 
the parents or guardiar^ of the student. 

II. " GOOD STAriDING. AND PROBATION'. 

A. : AH stucfeaits- must maintain ^ Otitality Point 

Average of Z.OO (C) per semester in order to 
be cohsiderecj in good academic standing- 



B. / Les^ .than a 2. 00 QPA automatically plac^es a 
^ student On Academic Probation (AP). 

,C Students will receive written notice of an AP 
in January for .the Spring Semester aridMc^e 
for, the Fall Semester. ' 



in- ACADEMIC DISMISSALS, APPEALS AND GRACE . 
PERIODS ; ' . / V , 

■ . ■ .' ■ > ■ > ■ , ■ . 

A. Students who aVe On Academic Probation for two, ,('2 ) 
semester^, consecutive or not, will receive an 
. 'i . Automatic Academic E)ismissal (AAD) from tiie. 
; Registrar ajfid be required to discontinue their 
studies i]g the College'. , 
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B . o Stud ent s may appeal an A utpma tic Ac anemic 
Dismissal to tjj^e Pean on the forms provided 
by the Registrar^. The appeal must be filed ^ 
within ten (10) days of notification of the AAD. 



C, 



The Dean with the corxcaifrence of the majority 
of the faculty may ^grant a /one semester grace 
period to a petitWriing student. No student 
may receive more than one grace peViod during 
his enrollment aj: the College. ' * 

Students receiving a grace period must achieve 
a nairiimurini QPA of 2. 00 for this period. Fail- 
ure to do so will result in Permanent Academic 
Di^mis^al (PAD). / ^ 



E.. ' 'Students receiving/a Permanent Academic 



D. 



Dismissal must di 
immediately., ' 



^continue their studies 



- ^ F. Student^ having si/ QPA average of leas and 1. 00 
' : (D) shall receiv^ the AAD immediatelyp subject 

to review by the/^Dean of Faculty. 

IV. QUALITY POINT Ay/EfiAGES ^ 

• - • " ' . // ' ' ' . . ■ ■ ^ / ■ -"^ ' ■ 

V A.' In computing/lhe QPA, the Registrar will give 
' e^Lch 8eme|itKr grade a namerical value as - 
'listed beloW^' and multiply the figure by the 
credit valw of the respective course, and then 
divide, the tofetl by the sum of credits taken; 
The resuiying figure is the Quality Point Avera|e. 

^B. Not included in tabulating the QPA, are transfer 
and summer transfer credits. ^ Directed Suirimc 
Courses a^re included in the QPA. 
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C. The numerical values df the graces are a follows; 



HELLEI^C C OI;iLm}E GlC^pE SYSTEM 



GRADE" POmTS.N EQUIVALENT 



A • . 


4.0 


93 and above 


A- 


3.7 " 


:^0'1 92 


B+. 


3. 3 


87 - 89 ■ 


B 


. 3. 0 . 


83. -'a:^ 


B* 




80 - 82' 


c+ 




. 77, - 79 .. 


c . . ' 




73 - T-^ 


c- 


■ ■ i77~.< ■■ ■ 


70 - 72 


D 




;65 - 69 , 


;f- • ■ ■ 


0.0 ^ 


\Below 65 ^ 



D. ' Students Having a semester QPA of 3. 3,3 (B+)- 
sHall be placed on the Dean'^4i^ei|^^ 
.3^vOO (B) but le^s than 3, 33 will pl^^ 
6|i the Honoris Ust. / \ ' 



E. Students carrying less than thirteen (i3) cre'dits 
a]re not eligible fox either the Dean^s LiH or 
Honol*s List. ^ ^ > 



V. GRADtTATION REQUIREMENTS \ ^ 

•A. In order to graduate from the College, each 
student must have a Cumulative Quality Point 
Aver^age of no/t less than 2. 00 (C), as wfeU as' 
hae/ing- completed th^e^^ 

thfe degree/ A dVgri^e candidate must have 
• c*topleted a minimum of thirty- two (32) credit|V 

a| a full-time resident student at the College. 



B. 



Cumulative QPA' is comp^iited by adding the^ 
6^PA for ^ach semester the student Ha^ been > V 
^rolled abd dividing the totafcby the^^^^^^ the 
.slfemestera. : ■ ''"''/■' ■ 
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C. Graduatioix with honors will b 
Cumulative QPjk blB follows: 

1. Cum. QPA of,3.75 and aboVe = With Highey4t 
Honors. 

2.. Cam. QPA -of at least 3. 50 bat less than 3^. 7 5 - 
With High Hbnors. . • 

3. Cum. QPA of at least, 3. 00 but less than 3. 5p =: 
With Honors. 

VI. ' ' SUMMER TRANSFER CREDIT 

A. The Registrar rnay grantVpermission to a student 
ummer coijjr:*e^!r^t;o and 
s e c our s e s ' towa r d s the C ol - 
lege *s program providing ^ 

1. The School and Course are approved byyiie 
Registrar and the Director of Studies;. V 

2. The Student must .r ecelye at least a (1, 66) 
grade foi* the course* \ 



B. Students mi^st make formal application t^^^ 
Registrar arid supply him with the pfffcial cdta- 

^ logue of th/e School whiere the cou^'se ib to be 

taken.. Permission wi^^^ be granted for specific 
courses at apptove(fr Schools oBly.^ Credits from^ 
. other thatb approved Schools An*^ courses will not 
be accepted f^r transfer* /. ; 

C. No student^^may apply mor<^ than eighteen (18) 
summer transfer credits towards his degree, ^. 

D. The Director of Studies May direct a sfudent to\; ^ 
take sp.^'cific summer courses if, tl^is- is deemed 
necessary. Grades acMeyed in Directed Summe 
Courses will be included, in the QPA. FailureiQ 
take a Directed Slfhrim/er Cotirse^wiU result inlah 
(F) fora that course bi/ the student's permanent ! 
transcript. < 
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VII, ;;. .;MID-SE;MEST-ER EEPORTS 



B. 



E. 



Each instructor will iile with the Registrar oh 
the supplied. form, a? list of all students in his 
couFSe who at the mid- semester point are in 
danger of failing. ; . 

The Jlegigtrar will is$ae writtn^n warnings to 
each student in this category and record- the 
warding". 



Changes in Iprogranri may be nnade only with 
the wxitten/pernaission of^^^^^^^^ 
formal chainge of program approved by the 
Director o/f Studies , must be filed with thjt/--^ 
/ KegistrarpopGompljete the transaction. Unless 
this is dome, no credit will be give^ for an 
added coarse, and"^ failure^^^ for 
a dropped cour3e. A studeiriXd^t5pping a course 
without p/er mis si an of the ^.iS^gistrar will be sub- 
ject to disciplinary action; 



No couriSe may be dropped after feh^e third week of 
s erne ster insfWcti , / . ' 



An offic|ialrirtass\lrj^t course will be 

r^^Uecj/ejach senniest^^^^ the Registrar. No 
st^dent is permitted: tfcx Atte"^^^ class if his 
fdoW not appea'j;: oH the class list. The 



na 



. , faculw is t6 report ti^ <^e Registrar any stu 
^ .dent iwk^o to a^end class. 

VlII.^ CLi/ySSIFICATi^^ 

A. Students of th^ §chool aire classified according 
/ to tofe followine^^ / \ 

' : . - 7 ■ y\ ^ ■ ' ^ 

Full- Time Students = studenfts carrying a^ 
credit lda(^ of n^t Less than/thirteen (13) 
credits; 



2: Specia,! Stud^ms - stud carrying Ifess 
than thirteen /( 13) credits. 
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.3, Special Clf swificatiob s^:^^d,ents^in -k spe~ 

4i J^r e sKnjan> = a f jihl- time Student whp ha s 

copapleted leps thariythir|:y- credHsi 

5 • Sophotno r e = a fall- time 9 tud ent who ha s 
' completed at least. thirtY-two (32) but less 
than sixty-rtwo (62) credits. 



6* Junior p |i fgili-time s has com** 

' ^ fjleted at least sixtyrtwo (62) credits but 
le38 than hittety:-?two (92). credits. . 

7 . (Senior ^ a full-time atud ent who ha$ c om- 
plated at l§ast ninetjr-'two (92) credits but 
les s: th3.n one-hun^red^^^^^ 

The passirig of a studeht Jbo a highet^^c 
will be basigid not only dn'th^ credits ear ^ 
also' on the fuffillment of the- required course pro 
gram, ' Example: A 'student who has completed 
thirty-t>vo (32) credits 'but ha^ hot passed all of 
the required freshman courses will remain clftssi 
fied as a freshman until he has passed these re^ 
quired cc^iir^s^sr ' ^ ' 




IX. 



INfo. full-.time student enrolled in^the College may 
' sirnultaneou&ly enrolled at stnotJayj^r institution, 
Iri the School of Theology, written ^ejrijii-ssioii of 
the Dean n^. us t"be "^obtained. In no case may ino^S 
than one course be taken elsewhere per semester 
with a maxtmum (^f thre.e courses. ; ^ 



ADVANCED STANDING. EXAMINATIONS 



A. 



Credit to'^ard^s. the under g'raduate degree ma'^ 
es:tablished through Advanced 'Standing Examina 
'tions (ASE) and CI>EP, / ^ V 
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l;fccants ma|ft hav< 

in r eqtiijre4 undjj 
rage of J'C'' or *bett€ 
n^e iw good acadernic/sta 



ipleted at Xea^t twelye { l2J(i . - 
g)paduate cpar ses„ with. an 
i^i each coi^^rse and rnu^t 




~XX7^ Tl^e totaTa^^ of ere di f ^^a-t c|in be a p plied 
* A SEI^'c.anixot exceed tv&^ty^2^^^^ 

be ap?)lied toward fehe final thi'rty-two(l('32) credit 
whichL rniist be confipleted in residence^ 



A '-griide df ''G or T:ietter rniiist b'^^ on the 

CL/EP brmSE in ordejb to establish credit.x 'Grades\^ 
esta:blished as a resulf of the A§E are not inciaded* 
in conii,pSting the *QP^ foir only )|*ie credit is entered 





No student msfy^keran ASE or C1::EP exarn'ihation 
in any cojirse in which he is' currently enrolled. 



The 'Student n^ta^t show, re proof of his 

ability to take^and pass an AS:^ CLEP examl- 
nation before permis si granted;' 




Application for thAj^Sfc and G*jEP^^^ e^^ 
mudt\be. approved on an individjiarJr^sis and . 
approval will. not be g^ajai^tfat the same tiyne 
cjxaniinationj,^^ a^c^^iehceVof courses. . 

py^iir^to^take tiie ASE and CLEP examination • 
any course .v^l-^depency 'upo a student' s^having 

>rerfequisitei? for the 
is t0 be taken. 



s'tabiished credit-^ri all 
cbui*;se in which\fhe exai 



^Thej^e for an ASE is'^S. dO per c4:^dit. 



J. 




Students must ^progure) an application fpr the ASE 
and CLEP- examfR^atiomsfronri the Registrar and h^ive 
it approved by the Dirpctdr of Studi^. The ap- } 
.pl^catioii must then be :jj^urhed aiong^with the 
reqmre(^ fee po the ^Registrar who j|ill tiien make 
the ari«ange|4ierits. 'f he' fee is. not r^fuitdable. " 



WITHDi^WALS AND LEAfV-pSPF A 



E* 



A/ 



If a stilH-^t desjlres fto withdraw volLuritarily^ff om 
the SchdolY he pausti secu^ an applica^tion fo^ 
withdrawar f^jjom thi Registrar ^ obtain the re^ 
auired 'signatures ajhd^ file" it with the- Ifee^^raSr, 
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B. 



If withdrl^wal ta-kfV place after the eighth (8)>j 
week of l^str action," the. intiarks b^^ M 
(#ithdre\lr-pas8ing) ,oV • WF" (Withdrew- f 
:l^iiing} y;Ul be entered on his transcript, 
<Qr edit will not be grg^nted. -'^ll 



D. 




F. 



G. 




H. 



■ 1 



I. 



In the case of a minor, withdrawal w^^ 
'germittecj without writtfen consent from hi i3 
palrents or guardian. ^ ^ 

A studeat who faiils to withdraw in th,e pre-, 
scribed maLnner will isiot fee entitled, to an ' 
honorable dismissal nor to ariy refund, and 
will receive the marks *WF*' on all.cour^.e^ 
djarriedi" ' ' \ ' '^.- ^ 

Notations A?^iXl be enter ied on "the 
tran^3cript as ta>tHe standing of the student at 
the time, such as ''*withdre\A^ while disciplinary^ 
action pending", etc. \ ^ 

Reinstatement after withdraAval must be made 
through the Office of Admissions. If , the period 
the student has been absent from the .College is 
one (1) semester or less, then he may be ad- 
mitted by r eactlyating and r eviewing his "original 
apprication for admissioti. If the period exceeds^ 
Vone (1) semester, ^then. a complete new appli- 
cation, for admission must be filed. 

■ L-^^yes of Absence are granted .by the Scho< 
only for extra'ordinary circumstances over 
which the student and the College 'have rio / 

Control. ' P 

' '■•■' ^ ■ ■ r \ y ' y"'\ , > 

A leave of absence granted for medicfil f-easdns 
must have certification by the College rejgident 
jihysiieian on dijity, that the student is actually 
unable to meet the nornml student activities " 
required. I 

Procedures for applying for a leave of aJ>sei?ce 
are the same as outlined in section "A !^ / 
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j, A leave of, absence will beJgr anted for one se- 
^ mestery up to a total of two (Z) semesters. No*, 
student may have a leave'bf absence longer than 
tw^^l['2X^^^6ste^ years at the CoX- 

-<lege, Bubject to review by the D^an. , 

K,^ A student on a leav« of absence may not enroll 
at another School during that^' perio'd sinpe he 
is technically still a student at th^ College.** 
Failure to ob$erve this- regulation Will' result 
in disciplinary action. . i 

L. Th^ effective date for withdrawals and leaves 
^of absence is the date the application is filed . 
with Registry. ' \ ^ 
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